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Section 1 INTRODUCTION

INTRODUCTION / DISCLAIMER SECTION 1.01|
A. POLICY
1. This policy manualoffers guidance on how our City is managed and provides a

general idea of what is expected of each emploleepolicies serve agiidelines.

They may change from time to time without notice. Since these guidelines cannot
addess every possible situation that may arise, the application of these guidelines
may vary depending on the circumstances of each situation. The City reserves the
right, whether in an individual case or more generally, to alter, add, reduce, or
eliminate ag practice, policy or benefit, in whole or in part, without notice. This
guide is not a contract and should not be construed to impose any contractual
obligation-expressed or implied.

2. Policies are the basic rules which guatkministrative action for accomplishing an
organi zation’'s objectives. Comprehensi
and fairly administered, are essential to the success of any organization.

3. Written procedures provide members of the orgdiwmawith administrative
interpretation of the application of t
specific manner in which such policies are implemented.

4, If any provision in this handbook is in conflict with an ordinance adopted by
London Cty Council, the ordinance will prevail.

5. This manual contains the policies and procedures of the Cibomdon Ohio
(hereinafter referred to as “Employer”)

6. THIS MANUAL IS PRESENTED FOR INFORMATIONAL PURPOSES ONLY,
AND MAY BE CHANGED AT ANY TIME BY THE EMPLOYER WITH OR
WITHOUT NOTICE (THOUGH THE NORMAL PROCEDURE FOR
AMENDMENT IS EXPLAINED LATER). THIS MANUAL IS NOT AN
EMPLOYMENT CONTRACT, EXPRESSED OR [IMPLIED. NO
REPRESENTATIVE OF THE EMPLOYER HAS THE AUTHORITY TO
ENTER INTO AN AGREEMENT WITH AN BPLOYEE THAT IS
CONTRARY TO THE FOREGOING.

OBJECTIVES SECTION 1.02|
A. POLICY
1. The employment of all personnel in the various departments of the City and all

actions affecting such employees shall be based solely on merit, ability and justice,
and, where applicable, shall be in accordance with the rules and regulations of the
Civil Service Commission of the City.

{3/27/2023 PLLONCI 00295170.DOCX }



Section 1 INTRODUCTION

2. The Employer recognizes that a personnel system which recruits and retains
competent, dependable personnel is indispensable to effective government. The
policies and procedures set forth in this manual are designed to:

a. promote high morale and foster good working relationships among
employees by providing uniform personnel policies, equal opportunities for
advancement and consideration of employee needs;

b. maintain recruitment and internal promotional practices wiitttenhance
the attractiveness of public employment and encourage employees to give
their best efforts to the organization and the public;

C. encourage courteous and dependable service to the public;

d. provide equal opportunity for qualifigmersondo enter and progresstheir
employment based on merit and fitness;

e. ensure that operations are conducted in an ethical and legal manner to
promote the Employer’s reputation as
community and the state; and

f. establish acceptable minimum standards of performance.

3. The primary obligation of the Employer is to provide the residents of the City of
Londonwith superior services at the most reasonable cost. This is a continuing
obligation to which all other obligations are secondary.

DEFINITION / ABBREVIATIONS SECTION 1.03|

A. POLICY

Unless otherwise indicated, the following definitions and abbreviasipply to the below
listed terms as used in this manual.

Active Pay Status Except where otherwise defined in this manual, active pay status is a
period when an employee is eligible to receive pay directly from the Employer and includes
hoursworked, vacation leave, sick leave, compensatory time, paid military leave and paid
court leave.

ADA: Americans with Disabilities Act.

Appointing Authority Referso theofficer, commission, board or body having the power
of appointment or removal fropositions officials, or the designees of such officials who
are authorized by law with the power to appoint or remove positions in any office,
department, commission, board or institution. The Appointing Authority for the employees
covered by this manuamay be the Appointing Authority or Board of Public
Utilities/designed€Board President)

Auxiliary: Police Officers serving without compensation.

2
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Section 1 INTRODUCTION

BWC: Abbreviation for Ohi o Bureau of Wor ke
City: The City ofLondon State of Ohio.

Classification (Class)A group of positions that involve similar duties and responsibilities,
require similar qualifications, and that are properly designated by a common descriptive
title indicating the general nature of the work. A classification may include only one (1)
postion in some circumstances.

Classification Plan (Class Plan) The alphabetically reanged compilation of the
classfication specifications for employees of the Employer.

Classification SeriesThose classifications which are closely related, and graodedn
a career progression.

Classification Title The descriptive name of a group of positions similar enough to be
included under a single classification.

Classified Employee An employee who, after serving a probationary period, may only be
demotedsuspended or removed from public service for cause, in accordance with the State
Civil Service statute O.R.C. 124.34.

Classified Service Comprises all persons in the employ of the City not specifically
included in the unclassified service. The classified service shaliviged into the
"competitive class" and the "unskilled labor class" as providedrfoparagraph (B) of
O.R.C.124.1.

CoinsuranceCopayment of health cost calculated by a contractual percentage.

Collective Bargaining AgreementThe written agreement(s) entered into between the
Employer and an exclusive representative of employees of the Employer pursuant to
O.R.C. ®ction 4117.

Compensatory Time (Comp Time)Time off work granted to nonexempt employees in
lieu of overtime payment for overtime hours worked, and granted off at the rate-of one
andone half (1¥2) hours for each hour of overtime.

Day(s) Unless otherwis specified, means calendar day(s).

Demotion A change in position that reduces t
compensation.

Department A City organizational unit directed and controlled by the Employer and
charged with a specific public s&e function and mission.

Department Head A supervisor (as defined herein) charged with the responsibility of
managing a department on behalf of the Employer. Also called Director or Executive
Director, and Superintendeirt some departments.
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Section 1 INTRODUCTION

Designee Any person authorized by the Employer or management official to perform a
function with or on behalf of the Employer or management official.

Discourteous Treatment of the Publi€ailure by an employee to treat any member of the
general public with resget, in a polite and courteous manner.

Dishonesty Conduct involving bad faith, a lack of integrity, or moral turpitude
Distributiont An act of distributing goods, materials and/or written materials or literature.

Employee Any person holding a positi®subject to appointment, removal, promotion or
demotion by the Appointing Authority.

Employer The Appointing Authority, or the designee of the Appointing Authority,
authorized by law to make appointments to positions. As context requires, Employer may
aso mean any designee who is authorized to carry out certain duties on behalf of the
Appointing Authority.

Excused AbsenceAbsence from work with the approval of the Employer (e.g., sick leave,
vacation, holiday, unpaid leave of absence, etc.).

Exempt EmployeeA salaried employee determined to be exempt from the minimum wage
and overtime provisions of the Fair Labor Standards Act, and who therefore does not have
to legally be paid the statutory minimum wage and/or be compensated, at prersgim rat
for additional hours worked in the workweek.

Fines A form of disciplinary action whereby the Appointing Authority imposes a
monetary penalty as a disciplinary measure
Such fine shall notexceedfive(5)dagay and shall not reduce t}
the minimum wage established by the FLSA. Fines may also be assessed against accrued
leave time when appropriate.

Failure of Good Behavior Failure by an employee to accept, adhere tmantain the
expected levels of performance and/or conduct required by the Employer, or reasonably
expected by the Employer even in the absence of a written work rule.

Flex-time (Non-exempt Employees) Adjust ment of an empl oye
the anployee working in excess of 40 hours in one (1) workypal periodpr any other
standard work period established in accordance with the FLSA.

Flex-time (Exempt EmployeesRearrangement of hours in a pay period up to eight (8)
hours.

FLSA: Abbreviaton for the Fair Labor Standards Act.
FML: Abbreviation for Family and Medical Leave.

FMLA: Abbreviation for the Family and Medical Leave Act.
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Section 1 INTRODUCTION

Immorat Contrary to good morals; inconsistent with the rules and principles of morality;
harmful or adverse tpublic welfare according to the standards of a given community, as
expressed in law or otherwise.

Immoral Conduct Conduct which is willful, flagrantor shameless, and which shows a
moral indifference to the opinions of the good and respectable meailleescommunity.

Incompetency Lack of ability, legal qualifications or fitness to perform duties required of
an employee.

Inefficiency. Quality of being incapable or indisposed to perform duties required of an
employee within reasonable standards.

Inswbordination Intentional failure to perform duties required of an employee; refusal to
obey an order issued by the employee’s sup

Malfeasance The commission of some act which is positively unlawful; the doing of an
act which is wholly wrongful @d unlawful; the doing of an act which a person ought not
to perform.

Misfeasance The improper performance or commission of some act which a person may
lawfully do.

Neglect of Duty Omission or failure to do a thing that can be done, or that is redaired
be done; an absence of care or attention in the doing; an omission of a given act. A designed
failure, refusal or unwillingness to perfo

Nonexempt EmployeeAn employee who is entitled to be paid the federal minimum wage

and to be paidt the rate ofoneandcohea |l f ( 1%) ti mes the empl oy
for all hours worked in excess of 40 in an established workweek or other standard work
period established in accordance with the FLSA.

Nonfeasance Nonperformance of some aeathich ought to be performed; the total
omission to perform a required duty; or the total neglect of duty.

Nonwork Area Those areas of the Employer’s pro
areas where no official Employer business is transacted eoataggns conducted.

Nonwork Time Any time during an employee’s wor
relieved of work duties. Whether an employee is in active pay -@apctatus during
these times is immaterial to the designation ofwonk time.

O.A.C. Abbreviation for the Ohio Administrative Code.
OPERS Abbreviation for the Ohio Public Employees Retirement System.

OP&F: Abbreviation for the Ohio Police and Fire Pension Fund.
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Section 1 INTRODUCTION

0O.R.C: Abbreviation for the Ohio Revised Code. Also abbreviag.C. when followed
by a chapter or section number.

Oral Reprimand Written documentation of an oral counseling and instruction which is
provided to the employee and placed in th
misconduct and improve theemple e’ s conduct and perfor manc

OSHA Abbreviation for Ohio’s Occupational

Overtime Compensation for such time over fof#0) hoursor over eight (8) hours in a
given dayat one and onbalf times the regular rate for n@ontract@l employees
excluding sick leave

Parttime Employee Employees assigned a work schedule of less than @djyhours
each week by their appointing authority.

Personnel ActionsA specific act by the Employer to implement a personnel decision (e.g.,
hiring, promotion, demotion, suspension, removal, layoff, wage increases).

Personnel DecisionsSuch decisions include, but are not limited to: (1) recruitment; (2)
selection; (3) placement; (4) testing; (5) training; (6) promotions and transfers; ¢ff) lay
and recall; (8) removal; (9) disciplinary action; (10) social and recreational programs; (11)
employee benefits and compensation; and (12) tangible program services and benefits.

Position A group of duties and responsibilities assigned or delegatecbimpetent
authority to be performed by one (1) person. All of the positions listed in the organizational
chart constitute positions within the City. Positions and the duties of a position may be

revi sed, but t he empl oy emé wnless tha positioh isc at i o
reclassified.
Promotion Any <change in position which resu

compensation and responsibility.
R.C. Abbreviation for Ohio Revised Code when followed by a chapter or section number.

Reduction A change in the classification held by an employee to one having a lower base
pay range, a change to a lower step within a salary rangeay decrease in compensation
of an employee.

SeasonalAppointed to work a specific season(s).

Shift Differential Pay Additional hourly compensation for hours worked during specific
shifts and is not part of the base salary.

Solicitation An act of requesting an individual to purchase goods, materials or services,
or a plea for financial contribution.

Supevisor. An individual who has been authorized by the Employer to perform or assist
in performing some or all of the following: hiring, transferring, suspending, laying off,
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Section 1 INTRODUCTION

recalling, promoting, discharging, assigning, rewarding or disciplining emplayeks
the direction of the Employer; to responsibly direct employees; to adjust their grievances;
or to effectively recommend any of these actions.

Suspension Relief of an employee from duty without pay, usually for a short period of
time (i.e., one (1jo fifteen (15) days), as a disciplinary measure aimed at improving the
empl oyee’s conduct.

Transfer The movement of an employee from one (1) position to another where there is
no change in level of responsibility, classification or salary.

UnclassifiedService Comprises those positions set forth in paragraph (A) of O.R C.
124.11 as applied to the Civil Service of the City. Positions in the unclassified service shall
be exempt from all examinations required by O.R C. 124.11 to 12Ah@9Civil Service

status of employees appointed without competitive examination to positions that are not
subject to the discipline or removal provisions contained in R.C. Section 124.34. This
includes employees who receive intermittent or temporary appointments pucsBaGt
Section 124.30 (B), those employees appointed to administrative staff positions for which
an appointing authority is given specific statutory authority to set compensation, and the
deputies and assistants of elective or principal executive ofacgh®rized to act for and

in the place of their principals or holding a fiduciary relation to their principals, clerical
and administrative support employees and other positions specified by the City of
London s Ci vi | Ser vi ce Rudmpleyeea serve aRthegpledsare af o n s .
the Appointing Authority.

Vendor. Any individual or group engaged in or desiring to engage in the supply of goods,
materials or services, (which are utilized in the conduct of public business) to the Employer
and/or itsemployees.

Weekend Differential PayAdditional hourly compensation for hours worked during the
weekend and is not part of the base salary.

Work Area Any office, room or physical location where official Employer business is
transacted and/or operatiooisthe Employer are conducted.

Working SuspensianA form of discipline, whereby the Appointing Authority may require

an employee who is suspended to report to work to serve the suspension. An employee
serving a suspension in this mannersbai nt i nue t o be compensate
regular rate of pay for hours worked. Such disciplinary action shall be recorded in the

empl oyee’s personnel file i n the same mann
the same effect as a suspensiathewut pay for the purpose of progressive disciplinary

action.

Work Time All the time when an employee’s dut

in work tasks, not including scheduled breaks or time before or after work.

Work Unit. A divisionundet he Empl oyer’s control wuswually
charged with a specific work function which contributes to the accomplishment of the
Empl oyer’s public service function.

7
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Written Reprimand The written record of disciplinary actiomsually issued after an oral

reprimand has failed to Iimprove an empl oy
committed a more serious violation, which is provided to the employee and placed in the
empl oyee’ s personnel fil e loypeeans actotnedmpctt
performance.

SCOPE OF COVERAGE SECTION 1.04|

A. POLICY
1. The policies and procedures in this manual generally apply to classified,

unclassifiegdand bargaining unit employees. These policies do not establish tenure

or contractual rightgor employees not required by law. Although the Employer
subscribes to these policies, the Employer may waive irregulasitiasbiguities

in policies and procedures to the Empl o

2. To the extent not prohibited from doing so by law, theplayer retains the right
to hire, fire, set compensation, and manage unclassified and probationary
employees without restriction.

3. For those employees covered by a union contract, contractual employment
provisions prevail over the general provisions of the employees of the City of
London. Where employment related issues are not addressed in the employment
contract, the general provsis of the City of London apply.

4, These policies and procedures supersede all previous written and unwritten
personnel policies and past personnel practices of the Employer, and any current
department policy or procedures, unless the department polrpcedure is more
restrictive due to operational needs of the department.

5. In the event there is a conflict between these policies and procedures and the
provisions of a collective bargaining agreement, the collective bargaining
agreement shall prevaiTo the extent this manual confers benefits not granted by
a collective bargaining agreement, the policy shall not apply to thoseysap
covered by the agreement.

6. In the event of a conflict between this manual and any applicable law, the law shall
prevail, unless the conflict is with a state employment law which the City has
superseded by ordinance under iits “ Home
Constitution.

MANAGEMENT AUTHORITY SECTION 1.05|
A. POLICY
1. The Employer retains the full right and responsibility to direct the operations,

promulgate policies, rules and regulations and otherwise exercise the prerogatives
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Section 1 INTRODUCTION

of management, which more particularly include but are not limited to the
following:

a. To manage and direct employees including the right to select, hire, promote,
transfer, assign, evaluate, layoff, or to reprimand, suspend, discbarge
otherwise discipline according to law or agreement.

b. To promulgate and enforce work rules and regulations

C. To manage and determine the location, typed number of physical
facilities, equipment, programand the work to be performed;

d. To determine goals, objectives, programs, seryiaesl budget and to
utilize personnel and technology in a manneigiesl to effectively meet
these purposes;

e. To determine work methods, the size, composition and duties of the work
force, and the organizational structure;

f. To determine the hours of work, the number of shifts requaed work
schedules;
g. To relieve employees from duty due to lack of work, lack of funds,

reorganization, or job abolishment;

h. To determine when a job vacancy exists, the duties to be included in all
classifications, and the standards of quality and performance to be
maintained,;

i. To determine staffing patterns, including but not limited to assignment of
employees, qualifications required and areas worked,;

J- To determine the necessity to schedule overtime and the amount required
thereof;
K. To maintain the security glersonnel, financial records, and public records;

l. To maintain and improve the efficiency and effectiveness of the operations;
and

m. To determine and implement necessary actions in emergency
situations.

2. The exercise of any such right, power, autiyorduty, or responsibility by the
Employer and the adoption of such rules, regulations, or policies as may be deemed
necessary, shall be limited only by the specific express terapgptitable law and

any contractual a gr e e meocoltective bargainirgghap.l oy e e
IMPLEMENTATION AND DISSEMINATION SECTION 1.06|
9
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A. POLICY
1. The Employer has the exclusive right and authority to createsane policies and
procedures.
2. All employees shall be notified of the existence of this manuakopy of the

manual shall be available for review by employees. Employees are encouraged to
ask their supervisor questions regagdany issue which is unclear.

3. All supervisory personnel responsible for administering policy shall receive and be
thoroughly familiar with this manual, administer each policy contained hensin
ensure that suvdinate personnel do likewise.

4, This manual shall remain the exclusive property of the Employer and shall be
surrendered upon request. Unauthedi reprodction is prohibited.

B. PROCEDURE

1. This manual shall be adopted as the Empl
ordinance of the City Council. Upon adopticdhe Appointing Authorityor
designeeshall provide sufficient copies of this manual to each department. The
Appointing Authoity or designeeshall also provide copies for review pursuant to
the prior notice requirements of eacliective bargaining agreement.

2. TheAppointing Authorityshall thereafter make and distribute a copy of the manual
to each of t he ntheaddaondymaintainsa list of gaehrdépantenent
head receiing a copy and the date issued.

3. Department heads shall make and distribute a copy of the manual to each of their
supervisors and maintain a list of each supervisor receiving a copy and the date
issued.

4, Each employee shall be provided with access to a copy of the manual to read. After
reading or having it read to them, the employee shall sign an Acknowledgment
Form, which shall be placed in the empl
read this manual during work time unless authorized to do so by their department
head.

AMENDMENT SECTION 1.07|
A. POLICY
1. Changes within the organization will necessitate changes in this manual. Policies

and procedures may only be amendexljised or deleted by theAppointing
Authority, and submitted to City Council for approval.

B. PROCEDURE

10
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Section 1 INTRODUCTION

1. All ordinances adopted by City Council shall be reviewed by Appointing
Authority to determine whether the ordinance amends,, adldieletes setion or
sections of this manual.

2. When an ordinance amends, adulsdeletes a section or sections of this manual,
the Appointing Authorityshall entirely rewrite the effected manual section(s). At
the bottom of the new section(s), the original@tdm date and revision date shall
be filled in.

3. The original of the new section shall be placed irAppointing Authority s mast er
volume of the manual.

4. A copy of the new section shall be given by #hgpointing Authorityto each
department headithh a copy of the manual. Each department head shall give a
copy of the new section to each swypsor with a copy of the manual

5. The Appointing Authority shall determine by what means the new or amended
policy is to be communicated to employees (iggQup meetings, posting on
bulletin boards, etc.).

6. All new sections of the manual shall be posted byAppointing Authorityon
department bulletin boards pursuant to the prior notice and posting requirements of
each collective bargaining agreement.

PERSONNEL ADMINISTRATION SECTION 1.08|

A. POLICY

1. The Appointing Authority is charged with the responsibility to administer the
Empl oyer ' s per sAppomting Authority tn ehenexercis@ of ehis
function, shall:

a. recruit qualified personnel;
b. prepare, scheduleand hold examinations other than civil service
examinaions;
C. establish classification specifications;
d. prepare and recommend to City Council for approval and publication,
necessary rules to establish and mai
e. conduct background investigations of prospective employees; and
f. perform other related personnel duties.
SEVERABILITY SECTION 1.09|
A. POLICY
11
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Section 1

INTRODUCTION

If any section or part of this manual or any amendment is invalidated by operation of law
or by order of a court of competent jurisdiction, or compliance wignésrcement of any

article or section of this manual is restrained by a court, the remainder of this manual and
any amendments shall not be affected and shall remain in full force and effect, unless the
context of the manual as a whole indicates that @natéction should be invalidated as

we l | t o

PROCEDURE

conform with

the Empl o

yer’s intent

Whenever any section of this manual is amended by operation of law or by court order, the
section shall be amended by fhapointing Authoritypursuant to the Ameiment Section

of this manual.

CITY ADMINISTRATIVE STAFF

SECTION 1.10]

A.

CITY ADMINISTRATIVE STAFF

Patrick Closser
Mayor
(740) 852- 3243

Glenn Nicol
Police Chief
(740) 852- 1111

Todd D. Eades
Fire Chief
(740) 852- 4297

Bill Long
StreetDepartmenSuperintendent
(740) 852- 1404

Amy Marsh
Tax Director
(740) 852- 0693

Landon McKenzie
Parks & Recreation Director
(740) 852- 4462

Carol Benedict

Water Department Office Manager

(740) 852- 1867

Les Geyman

SanitationDepartment Superintendent

(740) 852- 5821

Rex Castle
Safety Service Director
(740) 852- 3243

Kenna Combs
City Auditor
(740) 852- 1263

Jennifer Hitt
Law Director
(740) 852- 2170

Steve Hume
Code Enforcement Officer
(740) 852- 7045

Amy Rees
Executive Assistant
(740) 852- 3243

Sue Mosier
Treasurer
(740) 852- 1263

Water PlanSuperintendent

(740) 852- 9656

Richard Duncan

Sewer Plant Superintendent

(740) 852- 0279
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Section 1

INTRODUCTION

IMPORTANT PHONE NUMBERS AND ADDRESSES

Administrative Office
20 S. Walnut Street
(740) 852- 3243

Fire Department
103 E. High Street
(740) 852- 4297

Parks & Recreation Department
20 S. Walnut Street
(740) 852- 4462

Tax Department
20 S. Walnut Street
(740) 852- 0693

Law Department
20 S. Walnut Street
(740) 852- 2170

Water Department
100 S. Main Street
(740) 852- 1867

Sanitation
233 Jenkinson Avenue
(740) 852- 5821

Board of Public Utilities
20 S. Walnut Street
(740) 852- 1867

Police Department
10 E. First Street
(740) 852- 1111

Street Department
1460 St. Rt. 42
(740) 852- 1404

Building & Zoning Departrant
20 S. Walnut Street
(740) 852—- 7045

Auditor
20 S. Walnut Street
(740) 852- 1263

Treasury Department
20 S. WalnutStreet
(740) 852-1263

Water Plant
141 W. High Street
(740) 852—- 9656

Sewer Plant
501 South Main St.
(740) 852- 0279
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Section 1

INTRODUCTION

TABLES OF ORGANIZATION

SECTION 1.12

Council

Law Director

Legal Executive
Assistant

City of London Organizational Chart

Auditor

Chief
Deputy Auditor

Clerks

Treasurer

Superintendent

Worker Il

: Building Safety Utilities BPU Board BPU Board BPU Board
| Tax Director ‘ | & Zoning Service Director Director Member Member Member
Assistant Exec. Assistant/ " \ ter Sanitation Waste Water
Tax Director Office Manager Utilities Clerk Superintendent Superintendent | | Superintendent
z Plant
Tax Clerk l Lead Foreman | Supervisor | I Supervisor H OL‘H’E?;‘E’,:!
‘ Plant Operator | Driver I Lead Operator
Assistant
‘ Operator | | Worker | ‘ Plant Operator |
Assistant
| PT Worker | ‘ Operator |
Street FT Seasonal & = Recreation "
Maintenance I Police Chief Fire Chief
Administrative ; ; Recreation :
I Assistant | Captain l | Detective I Assistant Director
Recreation
Pool Manager
Park/Pool 1
SAcHItEnance | Clerks | | Lifeguards |

PT Worker

Dispatchers
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Section 1 INTRODUCTION
PAID STAFF BY APPOINTING AUTHORITY SECTION 1.13
LAW
BOARD OF BPU AUDITOR DIRECTOR
Legal Executive
Water, Sewer, Sanitation Chief Deputy Auditor Assistant

Superintendent

Foremen
Assistant Operator, Operator,
Lead Operator

Lab Technician/Plant Operator
Driver

Office Manager

Clerical Staff

MAYOR
Safety Service Director
Tax Director
Tax Department Clerks
BPU Board Members
Civil ServiceMembers

COUNCIL

Clerk

Deputy Auditor
Clerk

SAFETY SERVICE DIRECTOR
Executive Assistant
Police Chief
Fire Chief
Street Departmer8uperintendent
Parks & RecreatioDirector
Police Captain
Police Sergeant
Fire Lieutenant
Police Officers (full and patime)
Firefighter Paramedigfull and paritime)
Dispatchers (full and patime)

Street Department Foreman

Street Department Workers (full and part
time)

Seasonal Parks & Recreation Staff
Custodian

*Building and Zoning Staff
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Section 2 EQUAL EMPLOYMENT OPPORTUNITY / NON DISCRIMINATION

EQUAL EMPLOYMENT OPPORTUNITY SECTION 2.01|

A. POLICY

1. The City of London is an Equal OpportunEynployer. The City of London or its
agents shall not discriminate against any employee or application for employment
because of race, religion, col@ex, gender,sexual orientation, national origin,
disability, age, veteran status, military status, atrgegenetic informatiarknown
pregnancy, childbirth, or related medical conditiarsany other protected criteria.
Such action shall include, but not be limited to, the following: Employment,
Upgrading, Demotion or Transfer; Recruitment or Recruitm®eakection for
Training including Apprenticeship.

2. TheExecutive Assistartb theAppointing Authorityi s t he Empl oyer ' s
Coordinator. The EEO/ADA Coordinator is responsible for providing information
regarding antdiscrimination employment laws to employees and others, and for
reviewing and resolving complaints involving alleged discriminationresxlved
by the department head.

3. The EEO/ADA Coordinator shall be responsible for formulating, implementing,
coordinating, and monitoring all efforts in the area of equal employment
opportunity. Department heads and supervisors shall maintain rdsipgn&r
their actions in regard to offering equal opportunity to each department employee
or job applicant and for attempting to resolve discrimination complaints within their
respective departments not personally involving the department head.

4, Noinguiry shall be made prior to empl oy me
religion, gender, military status, national origin, ancestry, sgejal orientation,
or disability, except as necessary to gather equal employment opportunity or other
statistics that, when compiled, will not identify any specific individual. Disclosure
of this information by the employee isavoluntarg t i on on t he appli

5. It is the policy of the City to comply fully with all federal, stateydalocal
nondiscrimination laws.

6. Posters shall be displayed in locations throughout the City offices in such a manner
as to be easily readable fromvaeelchair.

7. It is the policy of the City of London to provide courteous and efficient service. In
that regard, the City shathake every reasonable effortdocommodate persons
with disabilities, as well as those persons vatlguage and literacy barriers.

B. PROCEDURE

Compl aint s, comment s, or guestions rega
nondiscrimination laws should Wiged in accordance with the Discrimination Complaint
Procedure contained in Section 2.04 of this manual.

16
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Section 2 EQUAL EMPLOYMENT OPPORTUNITY / NON DISCRIMINATION

AMERICANS WITH DISABILITIES ACT AND PWFA SECTION 2.02|
A. POLICY
1. It is the policy of the City of London to provide qualifieddividuals with
di sabilities equal access to empl oyment

is a person who meets legitimate skill, experience, education, or other requirements
of an employment position that he or she holds position with readsonab
accommodation or reasonable accommodation is not necessary. This policy
prohibits discrimination against individuals with disabilitiesluding known
pregnancy, childbirth or related medical conditioms all hiring, firing,
advancement, compensatidrgining and the terms, conditions and privileges of
employment.

2 Employment The Employer supports the intent and purposes of the Americans
with Disabilities Act (ADA) andPregnancy Workers Fairness Act (PWHRAI not
discriminate against qualified dividuals with disabilities including known
pregnancy, childbirth or related medical conditibesausef the disability of such
individual in regard to job application procedures, hiring, advancement, discharge,
compensation, job trainingand other teans, conditions andprivileges of
employment.

3. Accessible FeaturesThe Employer shall maintain in operable working order all
features of facilities and equipment which are for the use, benefitraidrvice of
the public, in a manner which is readdgcessible to and usable by persons with
disabilities.

4. Accessible Facilities Each service, programand activity shall be operated in a
manner that, when viewed in its entirety, shall be readily accessible to and usable
by individuals with disabilities.

5. Accessible Communication¥he Employer will make reasonable accommodation
to ensure that commurtions with applicants, participants and members of the
public with disabilities are as effective as communications with others.

6. Information The Employer shall ensure that all interested persons (including those
with impaired vision or hearing) can taln information on the existence and
location of accessible services, activitiasd facilities.

7. Action to achieve accessibility may not be taken when it would result in a
fundamental alteration in the nature of a service, program or activity, og caus
undue financial and administrative burdens.

8. EEQO Coordinator The Equal Employment Coordinator (see Section 2.01) shall be
responsible for:

a. Providing information about the ADA to employees and others;

17
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Section 2 EQUAL EMPLOYMENT OPPORTUNITY / NON DISCRIMINATION

b. Receiving and resolving complaintsolving nonaccessibility of services,
programs or facilities and alleged discrimination against disabled
individuals.

B. PROCEDURE

1. The Employer will conduct an interactive dialogue with an individual who has
claimed a disability or has requested amanmodation. The interactive dialogue
may also be triggered by the Empl oyer
empl oyee’ s performance.

S

2. The interactive dialogue is an informal interactive discussion between the
Employer and the individual aimed aihding a means by which the disabled
individual can perform the essential functions of the job. The purpose of the
meeting is to identify the precise limitations resulting from the disability and to
discuss the potential reasonable accommodations thdtl @vercome those
limitations.

3. Upon being notified by an individual of a disability or a need for accommodation,
or upon the Employer’'s perception of a
will be followed:

a. The Employer will analyze the particulgab involved and determine its
purpose and essential functions;

b. The Employer will consult with the potentially disabled individual to
ascertain the precise joblated limitations imposed by the claimed
disability and how those limitations could be a@me with a reasonable
accommodation;

C. Provided the individual s condition
paragraph 4), the Employer will consult with the disabled individual to
identify potential accommodations and assess the effectiverersweald
have in enabling the individual to perform the essential functions of the
position; and

d. The Employer will consider the preference of the disabled individual and
select and implement the accommodation that is most appropriate for both
the emplgee and the Employer, provided thecommodation does not
impose arundue hardship onthe operatorf t he Empl oyer ' s b

4. Definitions
a. Disability: The term disability means, with respect to an individual:

Q) a physical or mental impairment that substantially limits one or more
major life activities of such individual;

(2) a record of such an impairment; or

18
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Section 2 EQUAL EMPLOYMENT OPPORTUNITY / NON DISCRIMINATION
3) being regarded as having such an impairment.

b. Essential Functiong=undamental or core dutiestbk position.

C. Major Life Activities:

(2) Major life activities include, but are not limited to, functions such as
caring for oneself, performing manual tasks, walking, seeing,
hearing, speaking, breathing, sitting, standing, lifting, learning,
eating, sleeping, bending, reading, concentrating, thinking, and
communicating, and working.

(2) A major life activity also includes the operation of a major bodily
function including, but not limited to, functions of the immune
system, normal cell growth, digest, bowel, bladder, neurological,
brain, respiratory, circulatory, endocrine, and reproductive

functions.
d. Regarded as Having Such an Impairment
1@ An individual meets the requireme

such an i mpai r mestablishes that he breshe has d i v i
been subjected to an action prohibited under the Americans with
Disabilities Amendments Act because of an actual or perceived
physical or mental impairment whether or not the impairment limits

or is perceived to limit a majdife activity.

(2) Paragraph 4. a. (3) shall not apply to impairments that are transitory
and minor. A transitory impairment is an impairment with an actual
or expected dation of six (6) months or less.

DISCRIMINATORY HARASSMENT SECTION 2.03|

A. POLICY

It is the policy of the City of London to maintain an environment free from all forms of
unlawful discriminatory harassment for all employees, including geakezd
discrimination due to sexual harassmefexual harassment is an issue that céectf
employees at all levels. Sexual harassment is inappropriate and interferes with-the well
being and productivity of the employee and the efficiency of our organization, negatively
affecting morale, motivatigrand job performance. The City of Londamthe commitment

to eliminate this inappropriate behavior, has established the following pedicpurposes

of this policy conduct of a sexual nature will not be toleratebo maintain this
environment, discriminatory harassment, whether committesupgrvisors, cavorkers,

or members of the public, of opposite or same gender is strictly prohibited.

19
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Section 2 EQUAL EMPLOYMENT OPPORTUNITY / NON DISCRIMINATION

This policy applies equally to men and women; to same and opposite sex relationships; to
supervisorsubordinate relationships; and to peer relationshipsnay also apply to
customer/client and other relationships with +stelf members with whom we do business.

1. Definition: Discriminatory harassment is any type of harassing conduct that is
based wupon an empl oyee’ s r naatomal origp| or ,
ancestry, age, religiorsexual orientationgf disability, or known pregnancy,
childbirth, or related medical conditionsSexual harassment includes, muhot
limited to the following:

a. Repeated unwanted and/or offensigexual flirtations, advances, or
propositions;

b. Repeated verbal abuse of a sexual nature;

C. Graphic or degrading verbal or written comments about an individual, the
individual’' s appearance, or the indi

d. The display of sexally suggestive objects, pictures, or the display of same

through other media a location where others can see it

e. The implication or threat that an er
assignment, compensation, advancement, career developmentjeor ot
condition of empl oyment wi l | depend

submission to sexual harassment in any fand,
f. Any offensive, abusi®, or unwanted physical contact.

2. Responsibility

a. It is the responsibility of all employees to die Employer in maintaining

a work environment free from discrimination, including sexual harassment.
Therefore, it is the responsibility of each employee, including supervision
and management, to immediately report any instances of discriminatory
harassrant to the proper authority (see Complaint Procedure, Section 2.04).
Any employee who observes any conduct that may constitute
discriminatory harassment of any City employee, but fails to report same,
may be subject to disciplinary action.

(1)  Adhering to this policy

(2) Discouraging sexual harassment

3) Reporting any incident to appropriate persons

(4) Cooperating in any investigation which might result

(5) Directing any gestions to their supervisor oephrtment head

20
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Section 2 EQUAL EMPLOYMENT OPPORTUNITY / NON DISCRIMINATION

b.

It is further the responsibility of each supervisor to ensure that all employees
who report to the supervisor are aware of the policy against discriminatory
harassment, that they are aware of the complaint and reporting procedures,
and that they are aware of the cansences of engaging in discriminatory
harassment.

It is the responsibility of management to maintain an environment free from
discriminatory harassment. Management shall ensure that its supervisors
are sufficiently trained in recognizindiscriminatory harassment, the
complaint and reporting procedures, the proper methods of investigating
complaints of discriminatory harassment, and the disciplinary procedure
regading discriminatory harassment.

Management shall also ensure that all lxyges are aware tfis maintain

an environment free from discriminatory harassment. Additionally, each
newly-hired employee will receive training in this policy as a part of their
employee orientation. An employee who has questions or concerns
regardirg this should contact their Supervisor or Appointing Authority.

3. Procedure

a.

Once a complaint of discriminatory harassment has been received, or an
instance of such harassment has been reported (see Complaint Procedure,
2.04), the proper member of ma@ement will immediately investigate the
matter in accordance with the investigation procedure. The complaining
employee and/or the reporting employee will be informed of the results of
the investigation.

If, after a thorough and prompt investigatidns idetermined discriminatory
harassment has occurred, the employee who has been found to have
committed such harassment will immediately be disciplined in accordance
with the disciplinary procedure for discriminatory harassment. The
complaining and/oraporting employee(s) will be informed of the results of
the disciplinary procedure.

If, after the investigation, it is determined that no discriminatory harassment
occurred, or that there is insufficient evidence to determine whether or not
such harassent has occurred, the complaining employee and/or reporting
employee will be informed of same.

DISCRIMINATION COMPLAINT PROCEDURE SECTION 2.04|

A. POLICY

Any employee who believes that he/she has been the subject of discrimination,
discriminatory harassment, or sexual harassment, and/or any employee who has witnessed
an incident, or incidents of such discrimination or harassment, or wish to raise questions or
concerns, should report the matter(s) to the proper authority immediately.

21
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Section 2 EQUAL EMPLOYMENT OPPORTUNITY / NON DISCRIMINATION

B.

PROCEDURE

1.

Any employee who believes that he/she has been the subject of or witness to
discrimination, including sexual harassment, should immediately report the alleged
act(s) to his/her immediate supervisor, department head, or the EEO/ADA
Coordindor.

If the immediate supervisor, department head, or EEO/ADA Coordinator is the
subject of the complaint, the employee should report to the next higher ranking
personinthefai | i ty’'s table of organization.

The employee should report the complaint toAppointing Authorityif all lower
positions in the chain of command are implicated in the complaint. Should the
Appointing Authoritybe the subject of the complaint, the employee should report
the matter to the City Law Director.

The employee allegindiscrimination or discriminatory harassment shall complete
the EEO/AntiDiscrimination Complaint Form provided for that purpos&he
employee should provide:

a. The empl oyee’ s name;
b. The name bthe subject of the complaint;
C. The act(somplained of;

d. The date(s) of the act(s);
e. Any witnesses to the alled acts; and
f. Theremedy the employee is seeking.

This form should be completed by the employee as soon as possible following the
alleged act giving rise to the discrimation orharassment complaint.

If the employee alleging the discrimination or discriminatory harassment is
unwilling to complete the complaint, the matter should be addressed under the
“duty to report” section and t hebaf or m
complaint was made. This form should be completed as soposaile and no

later than two (2) days after the date the alleged act of discrionr@tharassment

was reported.

After the EEO/AntiDiscrimination Complaint Formhas been completedhe
complaint will promptly be investigated by tA@pointing Authorityor designee,
or other authoties as stated in this section.

If the investigation reveals that the complaint is valid, prompt action will be taken
to end the discrimination or hasmsent immediately.

22
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Section 2 EQUAL EMPLOYMENT OPPORTUNITY / NON DISCRIMINATION

6.

The investigation will begin with private interviews of the employee allegedly
committing the harassment and any and all witnesses. Information will be kept as
confidential as practicable, although confidentiality cannot be guaranteed
Determinations shall be made on a ebg&ase basis.

If the investigation reveals the complaint is valid, prompt attention and disciplinary
action designed to stop the harassment and prevent its recurrence will be taken.
Complainants will bg@rotected from retaliation.

The City encourages employees to come forward to discuss situations which might
make them uncomfaable and discuss their options.

DISCRIMINATION DISCIPLINARY PROCEDURE SECTION 2.05|

A. POLICY

1.

All allegations of discrimination and/or discriminatory harassment shall be
promptly investigated.

Although legitimate complaints made in good faith are strongly encouraged, false
complaints or complaints made in bad faith will nottblerated. Any emplose

that makes a false statement and/or false accusations during the investigation will
be subject to appropriate discipline
Failure to prove sexual harassment will not con&titutfalse complaint without
further evidence of bad faith. False complaints are considered a violation of this
policy and an employee who makes a false complaint may be subject to discipline.

Disciplinary action will result and be reflective of the seriousness of the violation.

If the investigation establishes that the accused employee engaged in sexual
harassment, discipline will be administered which may include removal. Offenders
will be disciplined without regard to their position or job performance. Any
individual exhibiting discrimiatory or harassing behavior towards an employee
who had knowledge of sexually harassing conduct that allows the conduct to go
unaddressedill be subject to discipline.

B. PROCEDURE

When it is determined that there is cause for believing that an actooiirdisation or
discriminatory harassment has occurred, tleviong steps will be followed:

1.

All complaints alleging illegal discrimination or discriminatory harassment shall be
filed on theEEO/Anti-Discrimination Complaint FormThis form shall be lked as
soon as possible after the date tiegad discrimination occurred.

The department headAppointing Authority City Law Director, or other
designated individual shall investigate all complaints and respond to the
complainant as soon as possible following completion of the investigation. If the

23
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Section 2 EQUAL EMPLOYMENT OPPORTUNITY / NON DISCRIMINATION

complainant is not satisfied with the initial response, he/she heayp& complaint
with the EEO/ADA Coordinator or th&éppointing Authority

3. The charged party may immediately be suspended with pay or temporarily
transferred pending the aihresolution of the complaint.

4, If the charged party requests it, a meetinigjlve held during which the charge will
be explained to the charged party, and the charged party will be given the
opportunity to respond to the charge. The Employer may require that the response
be in writing and submitted to the pensconducting thenvestigation.

5. Following the meeting and/or completion of the investigation, a final determination
will be made. If it is determined that a prima facie case of discrimination or
discriminatory harassment has been established, the charged employee will b
notified and disciplinar action will be implemented.

6. Any employee that makes a false statement and/or false accusations during the
investigation will be subject to appropriate discipline in acaoecdawith the
Empl oyer’s policy.

7. Nonemployees faud to have committed an act of illegal discrimination against an

employee will be dealt with appropriately as allowed by law.

8. When reviewing complaints alleging a violation of the ADA, the department head,
Appointing Authority City Law Director, or othr designated investigator will
determine whether the compl ainant I's a
whether the Employer may have discriminated against the complainant, and, if so,
whet her t he Empl oyer can “reasoonably
otherwise resolve his/her complaint.
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REQUIREMENTS FOR EMPLOYMENT / RESIDENCY SECTION 3.01
REQUIREMENT

A. POLICY

1. The appointing authorities for the City obhdon have the ability to hiemployees
based on theiexperience for the job in whahey are applyingnd can determine
which step in that grade the perspeet@mployee will be placeat.

2. The Employer appoints, employs, fixes compensation for, disciplines, and
establishes policies and procedures arterotonditions of employment for its
employees. Employment with the Employer is employment in a public agency,
subject to federal, state and local laws and the requirement that employees
recognize and agree to abide by all applicable laws and all agpligaliies and
procedurs as a condition of employment.

3. Licensing/CertificationAny employee required to have a license or certification in
order to perform the duties of his/her position, shall obtain said license or
certification prior to employmentvith the city or within a reasonable period
thereafter as determined by tA@pointing Authority The employee shall be
required to maintain any required license or certification as a condition for
continued employment by the citylncumbents who losthe license required for
their classification will be deemed to be incompetent to perform the duties of their
classification and shall be terminated.

4. Nonvolunteer Emergency Response Employed® ensure adequate response
times by certain employees thie City ofLondonto emergencies or disasters, any
employee of the Employevhose position requires that the employee respond to
emergency and/or disaster situations, shall, as a condition of employment, reside
within MadisonCounty or within any adjacent co
mean that the employee’s primary and pe
regularly respond in the event of an emergency or disaster is in one of the
designated counties.

5. Op er at blicenses Cddtain classifications require that the occupants of that
classification have and maintain a moto
license, whichever is applicable to that position. Applicants without the required
license may be ewidered less qualified for a vacancy requiring such license than
an applicant who already possesses a license. However, the employer may allow
an applicant to obtain the required licenger a preemployment agreemettat
indicates a period of time imvhich the required license must be obtained
Employees who fail to obtain a required license or who have their license suspended
or revoked, will be deemed incompetent to perform the duties of their classification
and will be terminated from employment.

6. Bonding State law or the employer may require that certain employees be bonded.
The employer will pay the cost for bonding. Should an employee fail to remain
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bonded, the employee will m@nsidered incompetent and mag/terminatedrom
employment with the city.

7. Insurability,. An employee must be insurable under all applicable city insurance
plans designed to protect the city from liability and remain eligible for such
coverage during the term of his/her employment. The city may conduct a review
oft he employee’s driving record to ensur
remains insurable, and remains eligible to operate city vehicles and equipment.

B. PROCEDURE

1. Applicants applying for a position which is subject to the resideegyirements
specified in this policy, shall be required to sign an Acknowledgement of Residency
Requirement fornas a condition for employment.

2. Current employees subject to the residency requirements specified in this policy
shall be notified in writig that their position is subject to this policy and be
provided a reasonable deadlim which to comply.

3. Any employee violating this policy shall be subject to removahfemployment
with the Employer.

4, In the event of a change in tipslicy, employees subject to any newly established

residency requirements will be notified in writing and given a reasonable deadline
in which to comply.

CLASSIFIED AND UNCLASSIFIED EMPLOYMENT SECTION 3.02|

A. POLICY

1. Employment with the Employer is gerned by the State of Ohio Civil Service
laws. All positions in the civil service fall into one of two general categories:
“Classified” or “Unclassified.”

2. All employees of the City are presumed to be classified civil servants unless the
position an erployee occupies has been exempted from the classified service by a
lawful request of the Employer, or by operation of law ordsolutiorfordinance
All positions in the service of the City shall be filled pursuant to open competitive
examinations, excefor those exempted positions. Most classified employees may
only be disciplined for cause and by following the procedures set forth in O.R.C.
Chapter 124. Exceptions include probationary employees, who may be removed
or reduced for unsatisfactory ser®iduring the probationary period without a
showing of cause (see Probationary Periods Policy) and certain employees covered
by a collective bargaining agreement who have waived their rights under Chapter
124. Classi fied st aabiliysto pdrocepae impargsanr i c t
politics (see Political Activity Policy).
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3. Some City employees serve in the unclassified civil service, or occupy positions
which have been exempted from the classified service. The following positions are
exempt fran open competitive examinations:

a. Members of Council;

b. Clerk of Council;

C. President of Council;

d. Vice-President of Council,

e. Safety Service Director

f. Directors of departments;

g. Superintendents and/or heads of departments except for Police and Fire;
h. Administrative Assistant;

I. Executive Assistartb theMayor & Safety Service Director

J- Members of Boards and Commissioners;
K. Any elected official;

[ Seasonal, temponrgrand partime employees; and
m. Chief Building Inspector.

n. Chief Deputy Auditor

0. Recreation Assistant Director

Such employees serve at the pleasure of the Emplmrethe electorate)
Unclassified employees are not prohibited by law from engaging in partisan
political activity on their own time and away from areagiblic buildings where
official business is transacted or conductssk(Political Activity Policy).

4, Employees appointed to positions on temporary or intermittent basis are
unclassified and serve at the pleasure of the Appointing Authority and, tleerefor
have no right to appeal any suspension or remouakt Civil Service Commission.

B. PROCEDURE

1. Appointment Employees in the classified service may be appointed to their
positions (hired or pronmat ad€jompbet fciev e’
appointment.
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a. Certified Appointment A certified appointment occurs when an
appointment is made from a list of certified eligible applicants who have
passed a civil service examination. Employees hired by certified
appointment are not subject to dig@eent, except in casef layoff or job
abolishment.

b. Non-competitive Appointment A noncompetitive appointment is made
when a qualified person has been hired in the absence of a list of certified
applicants, or when a list is provided by the Civingse Commission that
contains less than ten (10) names and a selection is not made from that list.
Non-competitive appointees may obtain permanent stataean(1) of the
following ways:

(1) demonstrate merit and fitness for the position by
successfully capleting the probationary period for the
position, or

(2) remain in the position for a period of six (6) months of
continuous service, whichever period is longer.

C. When a certified list of applicants for City positions is not available from
the Civil Service Commission, City employees are hired by -non
competitive appointment, but obtain permanent status after successfully
completing their probationary period or after six (6) months of service with
the Cty, whichever period is longer.

2. Unclassified 8rvice Uhcl assi fied” empl oyees serve
Appointing Authority. They need not take a civil service examination for initial
appointment to, or retention of, their position. All of the terms and conditions of
employment contained hereapply to unclassified employees unlepgcifically
stated otherwise.

The Employer must notify newly appointed unclassified employees of the nature
of unclassified employment. The Employer must provide a position description to
newly hired, unclassifiedmployees within 30 days of employment.

EMPLOYEE STATUS SECTION 3.03]
A. POLICY
1. In addition to being categorized as classified or unclassified, all employees shall be

categorized in one (1) of thelfowing employee status types:

a. HoursAssigned

Q) Full-time: An employee who works at least 40 hours per week on a
regularly scheduled basis or the standardtfie workweek as
designated by the Employer.
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(2) Parttime: An employee who works less than 40 hours per week but
at least 20 hours paveek on a regularly scheduled basis)ess
than the standard futime workweek designated by the Employer,
but on a regularly scheduled basis.

3) Intermittent An employee who works on an irregular schedule
which is determined by the fluctuating demsard the work and is
generally not predictable. An intermittent employee generally
works less than 1,000 hours in ab®monthperiod. Intermittent
employees serve in the unclassified service at the pleasure of the
Appointing Authority by operation of va

b. Duration of Appointment

(1) Temporary An employee appointed to a rpermanent position,
on a fulktime, parttime basis, for a specified period of time, not to
exceed 120 daysor as otherwise provided in R.C. 124.30
Temporary employees serve in the unclassified service at the
pleasure othe Appointing Authority by operation of law.

(2)  Seasonal An employee who works on the academic program year
or who works on a recurring but temporary basis annually (e.g., life
guards, summer, mowing season, tax collection period, etc.). A
seasonal emplee may be appointed on a ftithe, parttime or
intermittent basis.

3) Student An employee who is a student at an educational institution
and employed by the Employer in cooperation with such educational
institution to provide training to the student @oyee. (Student
appointments are in the unclassified service by operation of law).

2. Contract service providers and/or vendors are not considered to be employees and
are not eligible fobenefits provided by the City.

3. The categories outlined abovepipfor civil service purposes, such as order of
retention in the event of layoff. However, these categories may not apply to certain
benefit programs, such as eligibility for health care coverage, especially where
eligibility and categories of employedatis are estalslhed by those benefit
programs.

4, If an employee works the number of hours per week on a regular basis for six (6)
consecutive months which might justify a change in employment status, the
employee may request to have theirployment status chged.

B. PROCEDURE

1. Employees shall be informed upon appointment of their employment status.
Temporary, seasonal, intermittent, and student appointments should be
29
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communicated in writing to employees, and that a condition of dipgiointment

is one of a temporary or seasonal nature. Such notification shall also include the
approximate dates of employment and cessation of employment (see applicable
form letters, locateth Section 9 of this manual).

2. Employees may submit a reque® their department head for a change in
employment status if they believe they are working more time on a regular basis
than their employment status indicates.

CLASSIFICATION PLAN SECTION 3.04|
A. POLICY
1. The Appointing Authority shall maintain and administer a plan of classification
specifications (or c¢class specs), known

A classification includes one (1) or more positions that are so similar they can be
described by a common job ctifgcation title. Each position within a job
classification may have i ts own “wor k
Classifications are used to determine order of layoff and certified status. The
Appointing Authoritywill create or amend the class pland class specs based

upon an analysis of the duties, responsibilities, essential functions and
gualificaions of the positions affected.

B. PROCEDURE

1. As positions are changed or added, the class plan must be revised. Factors which
may necessite arevision to the plan are:

a. The addition of a new dutyr @esponsibility to a position.

b. The abolishment of a current dutyresponsibility from a position.

C. The_ _reassignment of current duties or responséslibetween or among
positions.

d. A new or revised licensure or certification requirementimsated by law

for a position.

2. When any of these factors occurs, the department head shall submit the change or
addition to theAppointing Authority who shall review the change or addition and
makeany appropriate changes or additiomshte class spec or class plan.

3. The Appointing Authority shall also make all changes to applicable payroll,
personneland operational records necessitated by changes or additions to the class
plan.
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ORIGINAL APPOINTMENT 7 TCLASSIFIED SERVICE SECTION 3.05|
A POLICY
1. Original appointment to a position in the classified service shall be made from an

eligible list of candidates certified to the Employer by the Civil Service
Commission. If no eligible list exists for a particular position (other than police
and fire), names may be certified from eligible lists most appropriate for the
classification.

B. PROCEDURE

1. When a position in the classified service for which original appointment tests are
given becomes vacant, tigpointing Authority shall notify the Civil Service
Commission of the vacancy. The Commission shall certify toAppointing
Authority the namesrad addresses of the ten (10) candidates standingshighex
suitable eligible list.

2. Upon receipt of an eligible list, thAppointing Authority shall evaluate the
candidates as provided in the Evaluation of Applicants for Classified Positions
Section éthis manual and may thereafter select one (1) of the ten (10) candidates.
Upon making an appointment from an eligible list, &pmpointing Authorityshall
report to the Commission the name of such appointee, the title and salary of the
positionand othe required information.

3. R.C. 124.3ppointment If no eligible list for the classification of the vacancy is
certified, theAppointing Authorityshall be authorized to make appointment to
the positionunder R.C. 124.30pursuant to therocedure contained in the
Vacancies in the Classified Service Section of this manual.

PROMOTION SECTION 3.06]
A. POLICY
1. If an individual has a promotion within the City, they will be moved to the grade
for which their promotion applies and to tlogvest step that gives them imcrease
in salary.
PROMOTION 7 TPOLICE AND FIRE SECTION 3.07|
A. POLICY
1. In the case of promotional appointments in the police and fire departments, the Civil

Service Commission shall certify to t@pointing Authoritythe name of the
person standing highest dre eligible list of employees.

31
{3/27/2023 PLLONCI 00295170.DOCX }



Section 3 EMPLOYMENT

B. PROCEDURE

1. When a classified position in the police or fire departments to be filled by
promotion becomes vacant, tAppointing Authorityshall notify the Civil Service
Commission of the vacancy. The Commission shall certify toAtpointing
Authority the name oftte person standinhighest on the eligible list.

2. Police and Fire Upon certification of the person standing highest on the eligible
list, the Appointing Authorityshall appoint such person within 30 days for police
promotions and ten (10) days for fpeomotions.

VACANCIES IN THE CLASSIFIED SERVICE SECTION 3.08|
A. POLICY
1. When a list of certified applicants is not available from the Civil Service

Commission or the list supplied contains less than ten (10) names, appointment
from a certified lisis not mandatory and vacancies in classified positions shall be
filled at the discretion of th&ppointing Authorityas provided herein.

2. The Appointing Authorityshall announce all vacancies in the classified service by
appropriate means and maintaisaof announced vacancies for public inspection.

3. Each announcement, insofar as practical, shall specify the job title, compensation
range, nature of the job, the required qualifications and the deadline, method and
place of application. Thannouncement shall also include the essential functions
of the job or contain a reference to a contact person or posting location that will
advise applicants of the essential functions of the position.

4, The Employer shall post on employballetin boards internal vacancies in the
classified service which occur or are imminent. The Employer will attempt to fill
vacancies from among interested, current employees of the Employer who meet the
necessary qualifications and are able to perforendbsential functions of the
position provided such internal promotion iglie best interest of the City.

5. An Employment Application forrmust be properly completed and submitted
before an applicant will be considered for employment. Current employs&@ag
to be considered for the position must apply in the saareer.

6. The Employer will make reasonable accommodations to assist qualified persons
with disablities to apply for vacancies.

7. Nothing in this section shall be construed to prevenEthployer from advertising
for external applicants concurrentlytivthe internal advertising of vacancies.

8. Normally, employment applications will be accepted only when a vacancy exists
or is imminent and has been announced. Applications wibhsicered active for
a period of not to exceed 60 days; after which a new application form is required.
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EVALUATION OF APPLICANTS FOR CLASSIFIED POSITIONS SECTION 3.09|
A. POLICY
1. When a valid list (containing at least ten (10) names) of certified applicant i

available from the Civil Service Commission, applicants will be evaluated and
selected in accordance with tpelicy and procedures herein.

2. Appointments by the Appointing Authority to vacant positions in the classified
service either by interngdromotion or external selection will be based solely on
the applicant meeting the jaklated qualifications and possessing the knowledge,
skills, and ability to perform the essential functions of the position as ascertained
throughjob-related selection methods.

B. PROCEDURE

1. The Appointing Authority will first review all applications to determine those
applicants who possess the minimum,-jelated qualifications as stated on the
position description (e.g., minimum licensestifieations, experience, etc.).

2. Once theAppointing Authority has determined those applicants who meet the
minimum jobrelated qualifications, he/shkei | | consider each app
a. knoy\{Iedge, skill, and ability to perforrthe essential functions dhe
position;
b. work experience in positions comparable to the vacant position;
C. work history (i.e., length of past employment, reasons for leawetg);
d. work record (i.e., attendance, performandisciplinary actions, etc.);
e. application appearance.
3. Applicants may be required to submit to any or all of the following: reference

checks, background checks, jodlated performance tests, interviews, criminal
history checks, and otherjoelated selection procedures.

4, Otherwse qualified applicants may be eliminated from consideration for a position
if the applicarnt

a. makes a false statement of material fact in the application/otheg h
documents or examination;

b. has committed or attempted to commit a fraudulent aatyastage of the
selection process;

C. is an aliemot legally permitted to work;
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d. has previously been terminated for just cause, except in unusual
circumstances tbe determined by the Employer;

e. has been convicted of a felony orrane involving maal turpitude;
f. is addicted to drugs or alcohol,
g. has a pattern of poor work habits and performance wehctirrent or

previous employer.

If an applicant is hired and it is subsequently discovered that one of the above
disqualifying criteria apply, #employeenay be removed from employment.

5. If the department head performs the initial interviews, the department head shall
determine the most qualified applicant for the position and submit a
recommendation to th&ppointing Authority who shall approve or disapprove the
depart ment mdatod.” TheAppanting Autheritymay decide to be
involved in the initial interviews or may elect to interview only a selected number
of candidates foll owing t leeningdokquaifred me nt
candidates.

6. Once the preferred camtdite is selected, thppointing Authorityor department
head may inquire whether the candidate requires an accommodation to perform the
job. The Employer will not classify a candidate who requires a reasonable
accommodation as unqualified solely becaubkat candidate requires such
accommodation. However, if the accommodation is unreasonable, or would cause
undue hardship to the Employer, the candidadg be considered unqualified.

7. The applicant shall not be required to submit to a meéixamination, until the
Employer has made a conditional offer of employment to the appliesniedical
Examination policy).

8. The Employer is responsible for maintaining a record keeping system reflecting the
disposition of all job applicants. Such oeds shall be kept on file for at least two
(2) years and shall include a completed job application, medical examination data,
test results, and/or other joblated information.

PERFORMANCE EVALUATIONS SECTION 3.10|

A. POLICY

The City performs onél) performanceevaluation each year. This evaluation will be
scheduled each yean the employees current position anniversary diateherwise at the
discretion of the Appointing AuthoritEmployees in the police department will receive
two (2) performance evaluations each year, one (1) every six (6) momtlassemployee,
parttime and fulitime, shall receive more than ofig step increase per year and then only
upon receiving ongl) above average performance evaluation by the respective department
heal.
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MEDICAL EXAMINATION SECTION 3.11|
A. POLICY
1. A medical examination by a licensed practitioner may be required by the Employer
prior to appoint ment to evaluate selec
psychological condition as it relates tohe appl i cant s’ abil it

essential duties of the positions for which they are applying. Examinations may
include any jobrelated examination determined to be a -@mgployment
requirement.

2. For purposes of thisnepro’l iicsy,a ap Hy sicceinasre
psychologistor other appropriately licensed mental health professional such as a
licensed professional clinical counselor or licensed independent social worker who
is licensed to perfon the appropriate examination.

3. All employees are required to maintain their physical fithess at a level which will
permit them to efficiently perform the essential duties of their position and avoid
endangering themselves those they serve.

4, All applicants for original appointment ithe police and fire departments, within
120 days prior to appointment, must pass a physical examination, given by a
licensed physician, certifying that the applicant is free of cardiovascular and
pulmonary diseases, and show that he or she meets thegbhgsjuirements
necessary to perform the duties of a police officer or fireman, as establystied b
Civil Service Commission.

The appointing authority shall, prior to making any such appointment, file with the
Ohio Police and Fire Pension Fund, a copthe report or findings of the licensed
physician(see O.R.C. 124.41 and 124.42).

B. PROCEDURE

1. When a medical examination is required, such requirement shall be included in the
vacaicy announcement.

2. No medical examination will be conducted untiieafthe Employer has made the
applicant a onditional offer of employment.

3. The Appointing Authority shall select the licensed practitioner to administer the
examination and shall pay the cost. Applicants may obtain, with approval of the
Appointing Autlority, a waiver of the medical examination reqment for the
following reasons:

a. verified religious opinion or affiliation, or
b. reinstatement within one (1) year of separatio
35
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Any applicant requesting to waive the examination requirement for bileeo
above reasons shall submit a written af
health at the time of employment.

4. After hire, employees may be legally required to submit to medical examinations
for certain purposes during their period of empheyt with the City. Such an
examination is intended to ensure that the incumbents continue to be physically and
mentally able to perform the duties of their position. Examples include examination
to certify eligibility for Family and Medical Leave or @hleaves of absence,
examination to assess eligibility for W
by Occupational Safety and Health programs, etc. A medical examination may also
be required to determine an empgayee’s
medically related leave of absence.

IMMIGRATION REFORM AND CONTROL ACT SECTION 3.12|

A. POLICY

1. Generally In accordance with the Immigration Reform and Control Act of 1986
and as a condition of employment, the Employer shall verify botldémdity and
the employment eligibility ball applicants considered for employment.

2. Anti-discrimination Policy It is the intention of the Employer not to discriminate
in hiring on the basis of national origin and citizenship status except as otherwis
provided by law. The Employer will not discriminate against any citizen or person
intending to become a citizen in so far as that person has completed a declaration
stating that such person intends to declare U.S. citizenship within six (6) months of
the effective date of the Act or six (6) monthsetgibility for naturalization.

B. PROCEDURE

1. All applicants shall be required to complete the biographical information requested
by Form 9. The applicant shall attest that the applicant is eligiblerfisloyment
and has presented authentic, original documentation ofityl@md employment
eligibility.

2. The applicant shall furnish one (1) of the documents listed below in order to
substanti at e b o ityandtemmoynaept pligibilityant * s i dent

a. U.S. Rassport (unexpired or expired);

b. Unexpired foreign passport, with5b1 stamp or attached Form94
indicating unexpired employment authorization;

C. Permanent Resident Card or Alien Registration Receiptd Gaith
photograph (Forni-551);

d. Unexpired Tempary Resident Card (Formg88);
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e. Unexpired Employment Ahorization Card (Form-688A);

f. Unexpired Employment Authorization Document issued by the DHS that
contains a photograph (Forr688B or }766).

3. In lieu of any of tle documents specified above, the applicant may submit to the
Employer one (1) of the documents outlined below to establish employment
eligibility andone (1) of the documents outlined belowtee r i fy t he appl
identity;
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Documents that Establish Employme

Documents thaEstablish Identity Eligibility

a. Driver’s |l icensea. U.S. social security card issut
a state or outlying possession of 1 by the Social Seciy
United States provided it contains Administration (other than .
photograph or information such card stating it is not valid fo
name, date of birth, gender, heig employment);

eye color and address;

b. ID card issued by federal, state b. Certification of Birth Abroad
local government agencies or entiti issued by the Department
provided it contains a photograph State (Form F$%45 or Form
information such as name, date DS-1350);
birth, gender, height, eye color ai
address; C. Original or certified copy of ¢

birth certificate issued by

C. School ID card with a photograph; state, county, municipe

authority or outlying possessic

d. Voter’'s registra of the United States bearing

official seal;

e. U.S. military card or draft record;

d. Native American tribal

f. Military depende document;

g. U.S. Coast Guard Merchant Marin e. U.S. Citizen ID card (Form-I

Card; 197);
h. Native American tribal document; f. ID card for use of Resider
Citizen in the United State
i. Driver’s | icense (Form +179);
governmenauthority;
For persons under age 18 who are unabl g. Unexpired employmen
present a document listed above: authorization document issue
by DHS (other than those liste
J- School record or report card; under List A).
K. Clinic, doctor or hospital record;

l. Day-care or nursery school record.

4, If an alien applicant attests to the Employer that the applicant intends to apply or
has applied for legalization or amnesty, the Employer needequire evidence of
work authorization as specified above. The applicant must, however, provide to
the Employer evidence of the applicant
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5. Posthiring Requirements

a. Within three (3) business days after the appointment of the applibant,
Employer shall physically examine the documentation presented by the new
employee, then complete thremaining portions of Form9.

b. The Employer shall retain Form9l and photocopies of the supporting
documentation for three (3) years after theatfve date of hire or for one
(1) year from the dat emsefvicet whiechesemp | oy ¢
is later.

C. Form 9 and copies of supporting documentation shall not be used for any
purpose or provided to any department or person other thémefpurpose
of complying wth the requirements of the Act.

d. Should an employee be rehired or reinstated by the Employer within one (1)
year of the date of separation, the Employer may use the origfnfairin
and supporting documentation for the pupof complying with the Act.

PROBATIONARY PERIODS SECTION 3.13|
A. POLICY
1. A newly hired employee will be evaluated after a 90 day peEagdh employee

newly hired or promoted into a classified position shall serve a probationary period.

The purpose of the probationary period
for the appointed position. | fsnaa prob
merit continued employment, the employee may be removed at angunng the
probationary period.

2. The department head andAgpointing Authorityshall use the probationary period
to closely observe and evaluate the emp
job. Likewise, the employee is encouraged to bring questions or concerns to the
depart ment head or super vi wrmance. Tk e nh a
department head has a responsibility to recommend fpib@inting Authoritythe
retention of those employees who meet acceptable work standards during the
probationary period and to recommend removal of those employees who fail
meet sub work requirements.

3. Promoted Classified EmployeeBromoted classified employees shall also serve a
probationary peri od. | f a promoted er
continued employment, they may be returned to their former position, oilarsim
position, any time during their probationary period. If the same or similar position
is not vacant, the employee shall be treated as if the position to which the employee
is being demoted had been abolished. In such case, the employee will ke offere
the appropriate displacement right®No new probationary period is required
following such a demotion. Such reduction is not disciplinary action and shall not
preclude advaneceent to other vacant positions.
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4, Probationary Periad The probationary perd for classifiednonsafety forces
employees isinety (90)days. Only time during which an employee is in active
pay status and performing the duties of the classification into which the employee
was originally appointed shall be counted as part optbbationary period. The
probationary period for police officers and firefighters is one/€Ry.

5. Bargaining Unit Employees Employees covered by collective bargaining
agreements serve probationary periadsdescribed in the applicaldellective
bargaining agreement.

6. Employees appointed to unclassified positions do not serve a formal probationary
period, since they continuously serve at the pleasure of the Employerefor th
duration of their employment.

B. PROCEDURE

Dismissal orreduction of a classified employee may be made anytime during the
probationary period, at the discretion of the Employer.

1. Ifanewlyhi red cl assified empl oyee
unsatisfactorythe employee shall be removed.

s perform

2. Removal of a newly hired or return of a promoted classified employee during the
empl oyee’ s piadalcadmplishedas fpllowse r

The department head or supervisor shall notify the employee in writing of the
respects in which their performanseas unsatisfactory. A predisciplinary
conference as described in this manual is not required, although a meeting should
be held to give the employee an opportunity to respond. A copy of the written
notice of removal or reduction shall be filed lwihe Gvil Service Commission.

3. Any nonbargaining unit employee failing a promotional probationary period may
appeal through the grievance procedure outlined in this manual within five (5) days
following notice of failure of probation.

4, Supervisors shall esult collective bargaining agreements for the procedures
applicable to probationary periods for bangag unit employees.

5. Time on unpaid leaves of absence shall not be counted toward the ¢ompfet
the probationary period.

6. The Appointing Authotly does not intend to waive any right to remove an
uncl assified empl oyee, at the Appointin
policy.
DEMOTION SECTION 3.14|
A. POLICY
40
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A demotion is the transfer of an employee to a position which has a lower level of
responsibility, classificatignand compensation. Demotions generally result from an

empl oyee’ s failure to perform the duties ¢
result of discipline. Demotions may also be voluntarily requested by an ermplogesult

from an accommodation of a qualified employee with a disability who is no longer able to
perform the essenti al functions of the emg
accommodation, but can perform the essential functions of a Idassifecation with or

without a reasonable accommodation. Demoted employees shall always be assigned to the
appropriate pay range assigned to their new classification. The exact pay rate shall be
determined by thé&ppointing Authorityor designee, but sh rate shall never exceed the

amount the employee was receiving in the classification from wheghvtlere demoted.

B. PROCEDURE

Employees who desire to be considered for a posted vacancy in a lower classification shall
complete the requireEmployment Aplication form and submit it to thé\ppointing
Authority or designee within the posting period.

LAYOFF SECTION 3.15|
A. POLICY
1. General Policy Layoffs of classified employees shall comply with O.R.C. Sections

124.321- 124.328 and 124.37. If kecomes necessary to reduce staffing levels of
classified employees, the Appointing Authority shall lay off employees by using a
system which systematically considers length of service in order to determine the
order of layoff. (This policy generally exgphs the rules for layoffs; however, the
City' s Civil Service Rules and Regul at
information regarding the process.) Layoffs shall only occur when one of the
following reasons can be demonstrated:

a. lack of work;

b. lack of funds;

C. job abolishment.

2. Definitions The following definitions shall be applied to the procedures set forth
in this policy:

a. Lack of Funds means that there is a current or projected deficiency in
funding to maintain current, or gustain projected, lels of staffing and
operations.

b. Lack of Work means that there is a current or projected temporary decrease

in the workload, expected to last less than one (1) year which requires a
reduction of curreinor projected staffing level
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C. Length of Service means the continuous, uninterrupted service of the
employee, where no break in service has occurred. For the purpose of this
definition, any separation lasting 30 days or less shall not be deemed a break
in service; nor shall aauthorized leave of absence be deemed a break in
service. If an employee was separated, but wasnoyed or reinstated
by specific action of the Appointing Authority within the time period that
the employee carries the right to reinstatement, the gmmple " s absenc
does notonstitute a break in service.

d. Pay Range means the minimum and maximum wage or salary within the
compensation schedule that em@eyg can earn in their position.

e. Retention Points means the system of establishing pointsléogth of
service, in order testablish the order of layoff.

B. PROCEDURE

1. Method When it is demonstrated there is reason to reduce staffing levels, the
Appointing Authority shall determine the number of positions and the
classification(s) in which kaffs will occur, and seek permission from the Civil
Service Commission to proceed with a layoff. Rpgpointing Authorityshall also
prepare a retention point listing of all employees who have been appointed to the
classification(s) selected for the Idfjoand the lower classification(s) where
displacement may occur. Such list should be posted in a conspicuous location, for
employee inspection, at the tinagoff notices are delivered.

2. Civil _Service Rules and RegqulatiansAll layoffs shall beimplemented in
accordance with CiviBervice Rules and Regulations.

3. Retention Points Retention points are based on length of continuous service.
Employees receive 100 points, plus one (1) point for each biweekly period-of full
time service and onkdf (¥2) point for each biweekly period of other service, for
so long as the service has been continuous up to the dat&dalating retention
points.

4, Order of Layoffs Employees shall be laid off consistent with the needs of the
department, as detemed by the Appointing Authority, using thellfmving order
of layoff: first seasonal, then patiitne permanent, and then fdiine permanent
within the affected classification(s).

The layoff lists shall be developed separating employees into the above
appointment types and listing employees in descending retention point order. The
lists shall indicate which employees are to be laid off. In the case of ties in retention
points, the employee having the most recent date of contiseousefrom which
nobreak in service has occurred shall be laid off first. If the dates are the same, the
Appointing Authority shi decide the order of layoff.

5. Notification of Layoff or DisplacementEmployees shall be mailed a written notice
of their layoff or displaceent by another employee at least 17 calendar days prior
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to the layoff, or such notice shall be personally delivered 14 calendar days prior to
the layoff or displacement by another employeee Whitten notice shall include:

a. Reason for layoff or displeement.
b. Date the layoff odisplacement becomes effective.
C. The right of such employee to appeal to the Civil Service Commission, and

the time in which to file an appeal (ten (10) days after receipt ofenotic
the date of displacement).

d. A statene n t advising the employee of the
another employee and the length of time within which the employee may
displace (bump) another employee (five (5) calemtdsss after receipt of
notice).

e. A statement advising the employeelofd e mp | oy eemnstatement g ht t
or reemployment.

f. A statement that, upon request by the employeeApp®inting Authority
will make available a copy of the Civil Service Comsion rules regarding
layoffs.

g. A statement that the employee is responsible for maintaining a current
address with thAppointing Authority

Employees must notify the Appointing Authority in writing of their intention to
exercise their displacement rights within five ¢a)endar days followigpreceipt of
the layoff notice.

6. Displacement Laid off employees may be permitted to displace employees in the
next lower classification and successively lower classifications withi
classification series when:

a. The lower chssification is within the same classification series;

b. The employee has more retention points than an emglay the lower
classification.

Employees may not displace to a higher appointment type (e.g-tirpart
employees may not displace ftilne empoyees, etc.). Employees may not
displace into positions which require specialized skills or training whichdbey

not possess. Other rules on displacement may apply, as provided in the Civil
Service Rules and Regulations.

7. Displacement under Job Abstiment Whenever the Appointing Authority
reduces staffing due to job abolishment, employees haveght to displace as
follows:
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a. If a vacancy is designated available in the classification of layoff, the
employee shall first displace to that vacarregardless of seniiby within
the classification.

b. If the employee whose position has been abolished has more retention
points than any other employee serving in the same classification, then the
employee with the fewest retéam points shall be dispted.

C. If the employee whose position has been abolished has the fewest retention
points in the classification, the employee shall have the right to fill an
available vacancy in a lower classification in the classification series,
provided the employes qualified for the position.

d. If the employee whose position has been abolished has the fewest retention
points in the classification, the employee shall displace the employee with
the fewest retention points in the next or successively lower clasisifica
in the classification series, provided the employeeaualified for the
position.

8. Pay Following Displacement Whenever an employee displaces to a lower
classification as a result of layoff, every effort shall be made not to reduce the

empl oyee’ s pay; however, pngtpthefaloweng s hal |
provisions:
a. I f the | ower pay range permits, the

or most nearly the same pay leweithout receiving an increase.

b. Iftheemply ee’ s pay rate exceeds the pay
the empl oyee’ s r plewelofshe bwel pajoranges et a't

9. Appeals Employees who believe they have been laid off in error may appeal the
action to the Civil Service Comssion within ten (10) days of receipt of the notice
of the layoff or the date the employee is displaced. Such appeal must be in writing,
and include reasons as to why the layoff or displacement was improper.

10. Recall Rights The Appointing Authoritylsall establish a recall list, and employees
shall be eligible for reemployment for one (1) year following layoff. Employees
who are qualified to perform the duties of the applicable positions, shall be offered
positions that become available at theisslfication level and lower classification
levels within their classification series, according to their retention points. The
recall list shall be prepared for all laid off or displaced employees, and shall be in
the inverse order of layoff by classiftan (e.g., the employee with the most
retention points shall be first on the recall list).

RESIGNATION / REFERENCES SECTION 3.16

A. POLICY
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1. Employees may voluntarily resign by submitting a written letter of resignation to
their immediate supervisor. Department heads shall give such notice at least four
(4) weeks in advance and all other employees at least two (2) weeks in advance of
the effetive date of separation. Failure to give proper, timely notification shall
render the employee ineligible for futureamployment with the City dfondon

2. Only the Appointing Authority or designeeamay respond to requests for
employment references regarding former or current employees. In addition, it is
the City’ s mmylthe ®owingonformatiornw i d e

a. employment dates;

b. empl oyee’ s classification;

C. beginning and ending pay rate

d. whet her the employee was terminated

reason for resigning if stated in a letter of resignation.

3. Upon termination of City employment, the employee is responsible to return all
city property to their supervisor. Itenould include, but not limited to the
following: ID badges, radios, and keys.

B. PROCEDURE

1. Letters of resignation shall be submitted to the immediate supervisor atahcon
the following information:

a. a statement indicatingtleemp | oyee’ s i ntention to re

b. the date of the letter;

C. the effective date of resignation;
d. the reaon for resignation (optional);
e. the employee’s signatur e.
2. The supervisor shall forward the letter of resignationthi® department head

immediately upon receipt, who shall, in turn, notify fygpointing Authorityand
Au di offices! s

3. The department head shall provide the resigning employee with an Exit Interview
Form as soon as possible and request thaenm@oyee complete the form and
discuss its contents with the department head at an exit interview, which shall be
scheduled and held prior to the employee receiving their last paycheck. The exit
interview is for the purpose of:

a. discovering any unknowgrievances or problems relating to tlesigning
empl oyee’ s empl oyment ;
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b. determine alcompensation and benefits owed;
C. determine the resigning emplgyihemtyiee’ s a
applicable); and
d. obtaining the resigning enply e e 'rest mailing address.
4, Upon termination of employment, employees receive compensation at the current

rate of pay for all accrued vacation lesand unused compensatory time.

5. The department head shall sign, date and place the Exit Interview Form in the
empl oyee’ s personnel file.
NEW HIRE REPORTING SECTION 3.17|
A. POLICY

1. Generally In accordance with O.R.C. 3121-8921.8911, the Employer shall
report certain information about employees who are newly hired, rehired, or who
return to work after a separation of employment. This information will be used by
the Ohio Department of Jetand Family Services (ODJFS) to help locate parents
who owe child support, to make adjustments in public assistance benefits, and to
identify persons who are fraudulently receiving benefits. In addition, new hire
reporting information is available to oth&tate agencies to help detect and prevent
erroneous unemploymenteror k er s’ compensation paymen

2. Employee Definition The statute defines employee as any individual who is
employed to provide services to an employer for compensation and includes a
individual who provides services to an employer under a contract as an independent
contractor and who is an individual, the sole shareholder of a corporation, or the
sole member of a limited liability company.

3. Deadline Information regarding newly fed, rehired, or returning entglees shall
be submitted withir20 days of the hire or rehire date.

B. PROCEDURE

1. There are a variety of ways to report new hires, including online reporting,
electronic reporting, and by mail or fax. These options forrteqgpare discussed
i n det ai | on t he Ohi o New Hwwwoh Report

newhire.com

2. If the Employer prefers to submit the Ohio New Hire Reporting Form by mail o
fax the Employer shall complete and forward the form to the address or fax number
contained in the top lefiand corner of the form. A copy of this form is included in
this manual or can be obtained from the above listed website.
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3. For questions or tedical assistance regarding the new hire reporting process
employers can contact the Ohio New Hire Reporting Center at (614330 or
call the tolfree number (888) 872490.

NEPOTISM SECTION 3.18|

In order to prevent the appearance of impropriety arydcanflicts of interest from developing,
the City of London will employ, or consider for employment, related individuals subject to the
following limitations:

1. Related individuals are not permitted to have supervisory and/or disciplinary
authority overone another.

2. Related individuals shall not audit or review the work of one amath part of their
job duties.

An employee is not permitted to work in a position where his supervisor, or any person above him
in the established chain of command, iislative. Should a promotion, transfer, or marriage create
such a relationship, one of the affected employees will be transferred, if possible, be asked to
resign, or separated from employment. Every effort will be made to seek an accommodation
throught ansf er prior to request.i naggaaempleyapfiomy e e
employment.

S

No person in the employ of the City, prior to the adoption of this policy, will be retroactively
affected. If, however, two (2) employees of the City marfysequent to the adoption of this
policy, all of its requiremes shall be applicable to them.

For the purposes of this policy, the terms *“r
child/stepchild, sonin-law, daughtein-law, parent, siblingtepsibling, uncle, aunt, nephew,

niece, grandparent, grandchild, or any other person related by blood or marriage and residi

the employee’s househol d.

Further, this policy’ s application is sonsatende:
are not barred or precluded from employment with the City based on a relationship with a member
of the City’' s |l egislative body.
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COMPENSATION SECTION 4.01|

A. POLICY

1. Generally The compensatiopractices of the Employer shall comply with sound
personnel management principles and practices and be in accordance with
applicable laws and regulations.

2. Bargaining Unit Employees Bargaining unit employees shall be compensated
according to the proviens in the applicableatiective bargaining agreement.

3. Non-bargaining Unit Employees Nonbargaining unit employees shall be
compensated according to the management employee pay plan established by City
Council ordinance and administered by #ppointing Authority.

B. PROCEDURE

All changes in the pay of individual employees shall be reported tcAddétor by
completion of a Evaluation/Performance Appraisal Form. For unclassified employees,
this form must be accompanied by a letter that includesldlte and the new pay rate. For
classified employees, the form must be accompanied by a letter that includes the date and
next pay step. The form and the lettaust be signed by the department head and
Appointing Authorityand submitted to th&uditor.

PAY PERIODS / PAYCHECKS SECTION 4.02|

A. POLICY

1. The City payroll is based on a ty®) week work period which begins on a Sunday
and ends on a Saturday. There is a@)oveek delay between the work period and
the pay date for that work perio@ihereare normallytwenty-six (26) pay periods
per year, each consisting of two (2) weeks. The biweekly pay period begins at
12:01 a.m. Sunday and ends at 12:00 p.ms#tond succeeding Saturday.

2. Payday shall be treecond (%) Fridayfollowing the end of each two (2) week pay
period. If a payday occurs on a holiday, pay will be issued on the preceding day,
except under extenuating circumstances, in which case pay will be issued on the
next following workday.

3. Employees aresquiredto participate in direct degd to a financial institution.

4, An annual work period and pay date schedule is distributed to each department for
posting. If an employee has any qumss, he/she may contact th&8upervisor,
Appointing Authority, or the City Auditor.

WORK SCHEDULING SECTION 4.03|
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A. POLICY

1. The Appointing Authority shall establish the standard workday, workweek, and
starting and quitting times for each department undeAgpointing Authority s
authority in consideration of current and anticipated workload, public service needs
and other factors. No establishedhedule shall be construed as a guarantee of
work hours or as a restriction on tAppointing Authority s r i ght t o r est
workday or workweek.

2. The regular work week for all futime employees, except those listed in this
section, shall be foyt(40) hours. Partime employees shall work as determined
by the director of each department and/or the Board of Public Utilities. The regular
work week for employees in the Police Department shall be forty (40) hours.

3. The regular work week for erfgyees in the Fir®epartment shall bpursuant to
the bargaining unit contract.

4, The hourly rate of an employee of thiee Department shall be calculatpdrsuant
to the bargaining unit contracthe days of the week and the hours of each day to
beworked by an employee shall be determined by the director of egetntcthent
and/or by the Board.

5. However, there shall be no additional compensation or salary paid for work in the
nighttime, on Saturdays or Sundays or on holidays, except as provided in Section
260.08.

6. The Employer may utilize *“time off” or
working in excess of the standard workday or workweek or when dictated by the
department’s work | oad.

7. This section is subject to the terms of any applicable collective bargaining
agreement.Subject to the discretion of the department head and thesjanoy of
applicable collective bargaining agreements, employees may be authorized to take
break periods each full working day. Such breaks shall never interfere with the
proper performance of the employee’s wo

TIME RECORDS SECTION 4.04|

A. POLICY

All employees are required to record all hours worked for the Employer, including all times
the employee starts work and stops work each work&aghemployee is responsible to
complete his/her own time sheet approvewhere indicated. The employesigervisor

must also approvevhere indicated. Time cards must kedectronically approvedy
Tuesdayfollowing the end of the work period. If an employee has used sick leave, used
vacation, used a personal day, used compensatory time, earned overtimd, earne
compensatory time, or any other special uses or earnings or time, the proper documentation
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needs to also be submitte@ime clocks, time sheets and other records are used by
department heads to document the hours worked by nonexempt employees sodhat wag
can be determined. Failure to adhere to the reporting procedures adopted by the department
head may result in the loss of pay for the hours of work in question and disciplinary action.

B. PROCEDURE

1. Nonexempt employees are responsiblemaintain electronic time recorddy
signing in each time they start work and sigg out each time they stop work.
Employees shall alsgleekisign out and in fotheir lunch break.

2. Employees shall onlglectronically submitheir own timerecords An employee
whoaltersan ot her e mpecoodsskakbe subjéct tardiscipline.

3. Failure to properlysignin and out, misrepresentation of time worked, the altering
of any time record or allowing a time record to be altered by others shalliresult
discipline.

4, Employees must document all time spent working.

5. Employees must submit any supporting documentation that may be required for

time off prior to the Supervisor granting approval of the electronic time record.

C. EXEMPT EMPLOYEES

1. Salaried employees determined to be exempt from the overtime requirements of the
FLSA shall not be eligible for ovenie pay as defined in the FLSAuch
employees arerequired to follow the procedures for requesting paid leave
hereunder, and all pigcheduled vacation and sick leave shall be deducted from the
empl oyee’ s ac vaiomvadation leade balanaek | e a

2. Public Accountability For purposes of public accountability, exempt employees
who accrue vacation, sicind personal time shdde required to maintain a record
of the hours they work and any paid leave utilized.

STARTING / LUNCH / QUTTING TIMES SECTION 4.05|
A. POLICY
1. Nonexempt employees are not permitted to commence work asigfdclockin

prior to seven (7) minutes before their scheduled starting time or continue working
and/or sign/cloclout more than seven (7) minutes after their scheduled quitting
time without the advanced approval of
emergency situations where advance approval cannotaogegl.

2. Nonexempt employees shall be provided a lunch period each workday as
determined by the department head. The lunch period is to bevaankmperiod
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of time during which employees are freepiarsue their own personal activities.
Employees who choose or are required to remain at their work location are not to
perform work assignments during this period, and will not be compensated for such
period, unless approved in advance by the departhest.

The Appointing Authority has the discretiemauthorize paid lunch to nonexempt
employees.

3. Bargaining UnitEmployeesBar gai ni ng unit empl oyees’
times are provided for in the applicable collective bargaining agreement.

OVERTIME SECTION 4.06|
A. POLICY
1. Any employee may be required to work in excess of the normal workday or

workweek schedule to fulfill the operational demands of the department. When
employees are required to work more than eight@dsecutive hours or more
than forty (40) hours in amyorkweek, theyshall receive compensation of
one and one ha{fl’2)times their regular hourly rate for each hour worked in
excess of eight (8) hours a day or forty (40) hourswesek. Overtine work

shall beavoided so far as possible, but may be required by the Board and/or the
director of each department in the interest of the efficient operation of such
department. If overtime work is required, a nonexempt employee, as defined by
the FederaFair Labor Standards Act (FLSA), shall be paid at the rate of one
and onehalf (1%2) timesthee mp | o y e e 'haurly magegrshath neceive
compensairy time off at a rate of one and chalf (1%2) hours for each hour of
overtimeworked.

For officersin the Police Department, overtime compensation shall be paid
for those hours in excess of eighty (80) hours per fourteen (14eday,

Forfirefighters (including firefighter/medicsj the Fire Department, overte
compensation shall be paidr those hoursn excess of two hundred twelve
(212)hoursper twentyeight (28) dayeriod.

2. The standard workweek for employees will be seven (7) consecutive days,
beginning Sunday 120a.m.(midnight)and continuing through Saturda¥:59:59
p.m. Eligibility for overtime shall be based upon all hours worked in the normal
workweek. For purposes of overtime, hours worked shall inclpdescheduled
vacation, prescheduled personal days, compensatorylteregvement leave, and
all hours paid, but shall exclude sick leave.

3. All employees holding employment in more than one (1) position with the City
must notify their department head in writing of such joint employment. All of the
hours worked by theemployee are added together tetetmine overtime
compensation.
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4. I f a FLSA nonexempt employee’s combined
agencies/departments exceéatty (40) hours during the workweek, the employee
shall be paid at the rate of timead onehalf (1%2) timeshehigher pay ratef their
two (2) different rates of pay for each mavorked in excess dbrty (40) hours.

5. When a FLSA nonexempt employee incurs an overnight stay on City business, time
spent traveling and time spent oveimi on official City business shall not be
considered time worked for purposes of calculating overtime, except to the extent
such time coincides with the employee’s
employee is doing actual work (i.e., driviagzéhicle, attending meetings).

6. Hours spent by FLSA nonexempt employees at lectures, meetings, training
programs and similar activities designed to assist the employee in performing the
empl oyee’s current job more efpurposesi vely
of determining eligibility for overtime if such training is requir@dauthorized by
the Employer.

However, attendance outside of regular working hours at specialized or-tglow
training which is required by law for required certification slat constitute
compensable hours of work even if all or part of the cost of the training is paid by
the Employer. Likewise, any training courses designed to prepare an employee for
advancement to another position shall not be considered compensatdeohour
work providedthe following criteria are met:

a. Attendance is outsidetheemh oyee’ s regul ar wor king
b. Attendance is voluntary;
C. The employee does not perform any productive work while attending the

training program.

7. Normally, overtime rast be authorized by the department head or designee in
advance of the overtime being worked. However, unusual or emergency
circumstances (i.e., emergency aalits) may require employees to work overtime
without having prior authorization of the departthéhead. Whenever such
circumstances occur the department head shall be notifigidelbyext scheduled
workday. Compensation for overtime worked in unusual or emergency instances
shall be determined by the department head.

8. Scheduled overtime which ssibsequently cancelled for any reason shall not entitle
the emjoyee to overtime compensation.

9. Bargaining Unit EmployeesBargaining unit employees shall be compensated for
overtime according to the provisions of the applicalbddective bargaining
ageement.

10.  Overtime pay shall normally be paid to the employee on the same date the employee
is paid for the regular hours worked in the same pay period. If the calculation of
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the overtime hours cannot reasonably be calculated within this time fraahe, su
overtime shall be paid with the next regular pay.

COMPENSATORY TIME SECTION 4.07|
A. POLICY
1. The decision of whether the employee is given compensatory time off or actual

compensation shall be by agreement between the employer and empioy¢e

the overtime hoursNonexempt, no#ibbargaining unit employees may request to
accrue compensatory time in lieu of receiving cash payment for overtime worked,
at the rate of one and ohalf (1%2) hours off for each hour of overtime worked.
The maximun compensatory time which may be accrued by any affected employee
shall beor 480 hours for an employee engaged in a public safety or seasonal activity
and 240 hours for any other employedl accrued but unused compensatory time

on the bookstthe rateprior to thechangeshall be paidat the rate by which ivas
earned.

2. An employee who has accrued the maximum number of compensatory hours shall
be paid overtime compensation for any additional overtime hours of work. An
employee shall utilize the compensatory time allowgdhe end of each calendar
year If it is impossilde for the compensatory time to be used during that period of
time, the individual shall be paid at their regular scheduled rate for the
compensatory time that is not utilized.

3. Bargaining Unit Employees Bargaining unit employees shdle entitledto
compensatory timdenefitsas provided in the applicableltective bargaining
agreement.

4. The department head may schedule an employee to compensatory time @ff at th
department head’s discretion,.

5. Compensatory time off shall be taken in minimum inoeats offour (4) hours
unless otherwise approved for nbargaining unit employees by Department
Heads

6. An employee shall be permitted to use accrued compensatory time within a
reasonable period, provided that the time off wdaddnutually agreeable between
the Appointing Authority or designee and the employee

7. Payment for accrued compensatory time,ruggrmination of employment, shall
be calculated at the final regular rate received by the employee.

B. PROCEDURE
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1. Employeesmay requesto accrue compensatory time in lieu of receivaigect
deposipay ment by pr oper n elécteonidtimerecorgiandt he e m
will be considered as submitted for approwalthe department head.

2. Employees shall request compatasy time off in writing on a Request for Leave
of Absence~orm.
INCLEMENT WEATHER SECTION 4.08|

On certain days it may lbfficult or impossible for a scheduled employee to come into work, due
to excessive snow, ice, or other inclement weathdEmployer offices remain open, employees
are to make every effort to report to wolkthe Appointing Authority determines thiaiclement
weather conditions exist, the following policy will be applied.

A. Scheduled employees, able to come to work, shall be paid their regular wage for actual
time worked. Employees, unable to come to work, may use accrued vacation leave or
personal days, if available, or, if unavailable, may receive an excused day off without pay,
if the employee follows the notification of absence policy appleablt o t he empl o
department.

B. Certain employees are to come to work regardless of weeatimglitions (i.e., safety,
maintenanceljine departmentsnow removal personnel, etc.). When weather conditions
are extremely severe, such employees should contact their supervisor and, where possible,
arrangements may be made to pick them up at theirfiome

CALL -IN PROCEDURE SECTION 4.09|

Employees of the City of London Street Departmafater Department, and Wastewater
Department shall be subject to calh in accordance with the procedure outlined below.
Employees actually called in wileceive appropriate caith pay as provided for in the applicable
collective bargaining agreement.

The procedure for such cail shall be as follows:

1. The City will call all eligible employees in order of most seniority to least seniority and
offer theopportunity to accept the cail. The City will continue down the list until the
operational needs of the City are met.

2. If, after all eligible employees are called and offered the chance to voluntarily H#ueept
call-in, the City has not met its o@ional needs, then the employer will begin mandating
eligible employees accepttheealn unti | the City’ s operatio
will call down the list of eligible employees, who did not accept theigatbluntarily, in
order of leastenior to most senior.

3. Empl oyees subject to this policy must answe
by the City will be considered an act of insubordination, and the employee will be subject
to discipline up to and including termination.
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4. Once an employee has been mandated to acceptin,id employee will move to the
top of the mandatory list. The order of this list will revert back to least senior to most
senior at the beginning of each month.
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SICK LEAVE SECTION 5.01|

A. POLICY

1. Accruat Employees of the City shall be entitled for each completed e(@oly
hours worked to sick leave of foand sixtenths(4.6) hours with pay Employee
do not accrue more thdour and sixtenths (4.6) hours with pgyer eighty (80)
hour pay perio@r a proportionate amount of sick leave for employees working less
than eighty (80) hours in a pay peri&mployees may accumulate and carry over
all sick leave accrued wittutlimit. Full-time salaried employees shall accrue sick
leave based on farty (40) hour workweek Full-time employees shall earn sick
leave at the rate ddur and sixtenths(4.6) hours for every biweekly pay period in
active pay status and may accumulate such sick leave to an unlimited amount

2. Credit for Prior Public Service Employees who transfer between City
Departments, or who were previously employed by another publicyger who
are reappointed or reinstated, will be credited with the unused balance of
accumulated sick leave, provided the time between separation, reappointment or
transfer does not exceed ten (10) years and provided the employee has not cashed
inanypos t i on of that bal ance under O.R.C. 1
used above means those entities required to provide sick leave under R.C. 124.38
and 124.382, including the state, counties, municipalities, all boards of education,
civil service towships, etc. within the state. Villages, Private Industry Councils,
noncivil service townships, libraries organized as -4poofit corporations, and
other entities not required farovide sick leave under R.C. 124.38 or 124.382 are
not “ publ jorpurmoseeaithis pelisy: Ndtwithstanding the above or the
Sick Leave Conversion Policy herein, i f
felony” within the meani ngenpl oRy.edd” 1b2yd .
City, such person is only qualifidd accrue sick leave as if the individual were a
new employee receing no credit for prior service.

The requirements for allowing sick leave transfers have been the subject of
differing interpretations and legislative revisions. Therefore, to the eitient
Employer has already allowed employees to transfer in sick leave credit prior to the
adoption of this policy, that credit is not negated with respect to employees already
credited as of the adoption of this policy or revision.

3. Employees of the Citghall be entitled to use sick leave due to iliness, injury, or
death in the employee's immediate family. Family emergencies follow the same
procedure as sick leave.

4, Usage Upon approval of theesponsible administrative office of the employing
unit, Sck leave may besed for the following reasons:

a. Personal illness, injury, pregnanoglated condition or exposure to
contagious disease which could be communicated to other employees;
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b. lliness, injury or pregnanegelated condition oe mpl oyee’ s i mme
fami ly wher e t hmceigrsggdnably meeessary;art t end a

C. Medical, dental, psychological, or optical examinations or treatment of
empl oyee, or of a member of the empl
empl oy e e’ s readorialdymecassacyeand when such examination
or treatment cannot belseduled during nework hours.

5. Immediate Family For purposes of this policy,
the employee’ s: mot her , f a tahdparent, br ot |
grandparenin-law, grandchild, mothein-law, fatherin-law, sisterin-law,
brotherin-law, daughtein-law, sonin-law, stepparents, steghildren, step
siblings, legal guardigror other person whoatds in the place of a parent.

6. Charging Sick Leave Employees absent on approved sick leave shall be paid at
their applicable hourly or salaried rate. Sick leave payment shall not exceed the
empl oyee’s normal straight time hourly,

is paid for sick éave which is subsequently denied, the amount overpaid shall be
deducted from the employee’s next payc
minimum increments of one (1) hour.

7. Three(3) consecutive work days means th(8gconsecutive scheduled shifts

8. Written Statement for Approval The employee is required to provide the
department head a written statememidocumentation from a physicigustifying
the use of sick leave taken in excess of three (3) consecutive work days. If medical

attention is required by the employee o
fami | vy, a p hy s ishail be negusred.c Ehe Enmployiercnaintains the
right to investigate the circumstances

leave. A requst for sick leave may be denied if:

a. The employee fails to comply with the procesldor proper sick leave
usage;
b. The empl oyee fails to present a requi

completed request form by 8:30 a.m. on the Monday follguie end of
the two (2) week pay period in whithe sick leave was used;

C. An investigation of a sick leave request discloses facts inconsistent with the
proper use of sick leave, such as a pattern of using sick leave before or after
regular days offd | si fi cation of sick | eave re
statement/certificate, acting inconsistent with the request for sick leave or
other ewdence of intent to defraud; or

d. The employee requesting sick leave is working another job or participating
in any recreational or social activity which is inconsistent with the reason
theemployee requested sick leave.
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10.

11

These circumstances shall also be grounds for disciplinargnaethich may
include dismissal.

Sick Leave Abuse Application by an employeef sick leave through fraud or
dishonesty will result in denial of such leave together with disciplinary action up to
and including dismissal. Patterns of sick leave usage immediately prior or
subsequent to holidays, vacation, daysanffi/or weekends dhne excessive use of

sick leave may result in sick leave denial and appropriate disciplinary action.
Employees are expected to be home or hospitalized while on sick leave unless on a
medicatrelated errand or appointment.

Bargaining Unit EmployeesBargaining unit employees shall accrue and use sick
leave pursuant to the applicable collective bargaining agreement.

After twentyfive (25) years of service with the City, upon retirement, all City
employees shall be entitled to payment for fifty (3@¥rcent of their accumulated
unused sick leave with a maximum payment of 960 hours

B. PROCEDURE

1.

An employee requesting sick leave for a scheduled medical appointment shall
notify the employee’s I mmedi adgmployseuper vi
requesting sick leave for other than a scheduled appointment must notify the
depart ment head or designee of the empl
soon as possible and no | ater than one
starting tine. Certain departments may require an earlier notification period in
order to obtain a replacement to cover
follow this notification requirement each and every day the employee will be
absent, unless otherwise ingtted by the department head. In the case of an
absence exceeding t hree ( 3) consecutiv
specifying the employee’s inability to
recovery shall be redped.

Upon return to work fron sick leae, an employee must complete a Request for
Leave of AbsencBorm and submit same to the department head as soon as possible
but by no later than 8:30 a.m. on the Monday following the end of the two (2) week
pay period in which the sick leave wased. If the employee is sick the last day of
the pay period the employee must make amamgnts to complete and submit a
Request for Leave of Absence Fowithin above described time frames.

If an employee sought medical treatment for anillnesagrur y, i f an e mj
illness or injury extends for three (3) or more consecutive workdays, or in cases of

a pattern of sick leave usage, the department head shall require a Medical
Practitioner’s Statement onngthedatetatdi r d d-
nature of the illness or injury and when the employee is able to return to work and
perform the duties of the position.

If the employee is unable to return to work and perform the duties of the position
by the original date the physician indi ¢
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the department head shall require anoth
provided which indicates the new date when the employee will be able to tetu
work.

5. The department head shall review the compl&eduest for Leave of Absence
Formand the circumstances surrounding the absence. The department head shall
recommend or naecommend approval of the sick leave and sigrRibguest for
Leave of Absence FormThe form shall then be forwarded to tiePU, Law
Director,Mayor & Safety Service Directpandthento theAuditor.

6. The department head shall inform any employekose sick leave request is
denied, the reasons for such denial and thereafter take the necessary disciplinary
action for the employee being absent without approved leave.

SICK LEAVE CONVERSION SECTION 5.02|
A. POLICY
1. Any employee who has accumulated 1,120 hours of sick leave as of November 1

of each year shall be entittedto digwe ek’ s payment at the e
hourly ratein exchange for reduction of thr¢8) weeks of unused sick leave. A

request for sut exchange may be made only once each calendar year and must be
submitted not later than November 1st to the City Auditor's Office.

2. Each employee of the City with t€fh0) or more years of serviogith the City
shall, at the time of his or her retiremyereceive a payment for twenfive percent
(25) of unused sick leave based on the employee's accrued but unused sick leave at
retirement, up to a maximum of 120 days, which is equal to 960 hours. Payments
authorized by this subsection shall be made fiteerappropriate fund.

3. As used in this policy, “retirement” she
any state retirement system applicable to the employee. Payment shall be based on
t he empl oy e @aysatthk tme ef retiranterd. o f

4, Payment under this policy shall be considered to eliminate all sick leave credit
accrued by thereployee at the time of payment.

5. Payment of accrued but unused sick leave will be made to the beneficiaries of a
deceased employee who would have qualifte the sick leave conversion benefits
as described herein, in compliance with O.R.C. Section 2113.04.

6. Payment in Lieu of LeaveNo cash payments to employees shall be made in lieu
of unused vacation or sick leave, except when an employee is periyanent
separated from employment and in special circumstances when the director of each
department and/or the Board determines that it would be in the best interest of the
City. No such payment shall be made to an employee dismissed for cause.
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7. Bargaining Unit Employees Payment of accrued but unused sick leave will be
made to each bargaining unit employee pursuant to the applicable collective
bargaining agreement.

8. After twentyfive (25) years of Service with the City, upon retirement, aty Ci
employees shall be entitled to payment for fifty (50%) percent of their accumulated
unused sick leave with a maximum payment of 960 hours.

B. PROCEDURE

1. Employees eligible to receive the retirement conversion payment hereunder shall,
upon retirement from active service under PERS, see their department head to
complete the requirecdquest form.

2. Payment to eligible employees shall be
of pay at the time of retirement and the documented hours oédrsick leave
reflected in the records maintained by the City. Salaried employees shall be
compensated based upon an eight (8) hour workday and a work year of 2,080 hours.

VACATION SECTION 5.03

A. POLICY

1. Accruat Full-time employees accrue paid vacation leave according to the
following schedule:

a. One (1) or more years of service completédter one (1) year of service
with the City, shall have earned eighty (80) hours of vacation leave with full
pay.

b. Seven(7) or more years of service completedfter seven (7)years of

service with the City, shall have earned one hundred twenty (120) hours of
vacation leave with full pay

C. Fourteen (14) or more years of service completsiter fourteen (14years
of service with the City, shall have earned 160 hours of vacation leave with
full pay.

d. Twenty-one (21) or more years of service complefster twenty-one (21)
years of service with the City, shall have eard@d hours of vacation leave
with full pay.

completed service will accumulate vacation leave but may not use such leave
until the completion of one (1) year of service.
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2. Less than Fultime Employment Employees working less than permanent,
fulltime employment (i.e. temporary, pdmne, intermitent, irregular, seasonal,
etc.) shall not be eligible for vacation.

3. Eligibility :
a. Full-time employees shall be entitled to utilize vacation leave as it

is accrued consistent with the policies and procedures outlined herein, after
the completion of the ffst year of employment.

b. Most employees are entitled to credit for prior service with the City

only for purposes of determining the rate at which the employee will accrue
vacation. However, an employee who has retired in accordance with the
provisions ofany retirement plan offered by the state and who is employed

by the City on or after June 24, 198
service counted for purposes of computing vacation leave.

Notwithstanding the above, any person removed for convictibn a f el ony * w
the meaning of R.C. 1 z2dhploged by the Bityisonty s ub s
gualified to accrue vacation as if the individual was a new employee receiving no

prior service credit.

4. Scheduling and Approval

a. Vacation scheduling is subject to the approval of the department head and
the operational needs of the City.

b. Vacation leave will be taken in a minimum of eight hours increments unless
the department head/appointing authority approves a lesser numbarof ho
in advance, provided however, that employees earning two (2) weeks or
more of vacation annually, must take vacation in a forty (40) hour increment
at least once each calendar year. Employees who earn four (4) weeks or
more of vacation annually mustk& vacation leave in forty (40) hour
increments at least twice in each calendar year. In lieu of taking the second
forty (40) hour vacation leave, employees earning at least four (4) weeks of
vacation leave annually may request to be paid for forty (éQyshof
vacation leave. Such request must be submitted to the City no later than
December 13 of each calendar year. Payment shall be at the employee's
hourly rate on December 31 of the calendar year in which the request is
made. The City shall make the pagnt to the employee no later than
January 31 the following calendar year.

C. Employees who resign or retire are entitled to compensation, at their current
rate of pay, for any earned but unused vacation leave at time of separation.
To be eligible, the emploe e must have given two (2

d. Request for vacation must be made by March 1 of any calendar year. In such
event, employee's seniority and operation considerations shall be used in
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determining which employee shall be entitled to the vacatiae.tiAfter

this date employees must submit requests for vacation leave of forty (40)
hours or more at least fourteen (14) days in advance. Vacations will then be
granted on a first come first serve basis with operation considerations.

5. Carryover and Paymeéfor Unused Vacation Leave

a. Upon separation from the City an employee shall be entitled to
compensation at his current rate of pay for all lawfully accrued and unused
vacation leave to his credit the time of separation up to four ¢ars. In

the evat of the death of an employee, the unused vacation balance shall be
paid to the employee’s estate.

b. Employees shall forfeit their right to take or to be paid for any
vacation leave to their credit whigh in excess of the accrual for four (4)
years. Suchexcess leave shall be eliminated from the employee's leave
balance.

C. The department head shall determine the number of employees that
may be on vacation leave at the same time.

d. Vacation credits are not earned while an employee is in gaioh
status (ie., disability leave, absence without leave, disciplinary suspension,
etc.).

6. Bargaining Unit Employees Bargaining unit employees shall accrue and use
vacation pursuant to the applicable collective bargaining agreement.

B. PROCEDURE

1. Employees shall request vacation leave in writing on a Request for Leave of
Absence Form following the guidelines outlined in subsection 4 above.

2. The Request for Leave of Absence Form shall be submitted to the department head
who shall approve or disapp® the request based on its timeliness and the
operational requirements of the department

HOLIDAYS SECTION 5.04]
A. POLICY
1. Full-time employees shall be paid for the holiday hereinafter set forth, but shall not
be required to work on such holidays,

responsible administrative superior, failure to work on such holidays would impair
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the pultic service. All employees who are required to work by their Supervisors
shall receive regular pay in addition to the holiday pay for the services rendered

2. Holidays All eligible nonbargaining unit employees are entitled to the following
holidays:

New Year’'s Day (January 1)

Martin Luther King Day

President’s Day

Memorial Day (on day observed)

Juneteenth (on day observed)

Independence Day (July 4)

Labor Day (first Monday in September)

Columbus Day

Vet erans’ Day (November 11)

Thanksgiving Day (fourth Thursday in November)

Christmas Day (December 25)

S@moo0oTy

o

If any of such holidays fall on a Saturday, the Friday immediately precatiiaig be
observed as the holiday. If any of such holidays fall a Sunday, the Monday
immediately succeeding shall be observed as the holiday.

3. Holiday Pay Hol i day pay shal/l be an empl oye
the empl oyee’s nor mal daily work hours.

4. Work on Holiday Any eligible employee redgued to work on a day of holiday
observance shall be paid for all hours actually worked at one andatin@Y2)

ti mes the employee’s applicable rate, p
5. Employees on Paid Leavdf a holiday occurs while an employee is on sick leave
orvacation | eave, the holiday wil!/ not

injury or vacation leave balance.

6. Parttime EmployeesParttime bargaining unit employees hired after January 1,
2017 shall receive holiday pay prated by theegular work schedule.

7. Bargaining Unit Employees Bargaining unit employee’
in the applicable collective bargaining agreement.

PERSONAL DAY SECTION 5.05]

A. POLICY

Each fulitime employee of the City shall be gradtwenty-eight (28) hours of personal
time off with pay duringeach year oémployment.
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Parttime employees hired after January 1, 2017 shall have personal dagseorby the
regular work schedule.

Such days shall be requested in advance in the same manner as vacation days in not less
than four (4) hour increments. Employees, who ddsitgse a personal day in December

must submit a request no later than November 30. If the personal days cannot be scheduled
due to the operational needs of the Department, the employee shall be paid for such days

not used in the first pay period after Janul5.

BEREAVEMENT LEAVE SECTION 5.06|

A. POLICY

1. The City of London employees may have uphieee (3) days paid leave attend
the funeral of the employee's immeditmily. Additional days maype granted by
the Department Head if deethnecessary. Days used fianeral leave shall not be
charged against accrued sick leave.

2. Immediate family for purposes of bereavement leagedefined as grandparents,
brother, sister, brothen-law, sistefin-law, son, daughter, san-law, daughter
in-law, father, mother, fathen-law, mothefin-law, spouse, grandchildegal
guardian stepparents, and steghildren.

B. PROCEDURE

1 Usage Funeral leave may be used to attend the funeral, make funeral
arrangementsor attend to other matters directly related to the funeral. Funeral
leave shall not be charged against accrued sick leave. Funeral leave shall not be
granted for any days Hlowing the funeral unless approved by tAppointing
Authority.

2. An employee requestinfuneral leave must completa alectronicRequest for
Leave of AbsencBermmrand submit the request to the

CIVIL LEAVE SECTION 5.07|

A. POLICY

1. Eligibility : All City employeeshall beentitled to paid leavewhen subpoenaed
for a court appearance or jury duty by the United States, the State 0biCQimy
political subdivision during regular working hours, unless such court appearance is
in connection with the employee’s persc
proceedings, etc.). This section shall not apply to employees who appear in court
as part of their employment, with such appearances compensated as hours worked.

2. Payment Employees on eligible civil leave shall pay all sums paid to them by the
court to the Auditor and be paidthegmh oy ee’ s applicabl e hou
oncourt leave.
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3. Return to Work An employee released from court or jury duty prior to the end of
onehal f (%) of the empl oyee’ ossthesemairendul e d
hours of work.

B. PROCEDURE

Employees shall complete an Application fogave, and attach thereto a copy of the
subpoena or other evidence of appearance and submit the completed form to their
supervisor as soon as possible after receipt of the subpoena. Failure to comply with this
notice requirement may result in rpaymentof civil leave pay.

MILITARY LEAVE SECTION 5.08|
A. POLICY
1. Active Duty Leave Military leave is governed by both state and federal laws. In

general, anypermanent publiemployee with more than 90 days tenure who
voluntarily or involuntarily enters any of the Armed Services of the United States,
shall be granted a military leave of absence without pay (eegnbers of the Ohio
National Guard, the Ohio Military Reserveget®hio Naval Militia, or members of
other reserve components of the armed forces of the United States)

I f not accepted for active duty, the em
former position without loss of seniority or statugeduction in pay. Employees

who complete their active duty obligation (without voluntarilyerdisting or

extending that obligation) are entitled to their previous position within 30 days after

their written request, provided such request is submittedirwthe statutorily

required period following discharge or release from active duty. If temporary
physical disability precludes the employee from performing the previous job, the
employee shall be allowed up to one (1) year from the date of application t
overcome such disability and return to work. Employees returning to previously

held positions under these provisions shall receive credit for military service in

areas affecting seniority status, rank, rating, increments, qualifications, etc., as
thoughthey had been continually employta periods not to exceed twenrtyo

(22) eight (8) hour work days or one hundred sevsity(176) hourqor for a
“public safety e mpihauydays dr 4G8dauenanyeceen (1 7)
federal fiscal year, foraeh federal fiscal year in which military means the year
beginning on the first day of October and ending on the last day of September.

2. Military Reserve Leave R.C. 5923.05 requires that permanent public employees,
who are members of Ohio National &d, Ohio Organized Militia, or other reserve
components of the armed forces of the United States be authorized up to 176 hours
of |l eave (or for a “publ i ehousdaysern498 e mp | ¢
hours) without loss of pay per federal fiscalyia military duty or training. This
payment is in addition to the gross uniformed pay and allowances the employee
receives from the military.
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3.

Military Reserve leave in excess of 176 houfny permanent public employee

called to military duty for geriod in excess of the 176 hour, or 408 hours in the
case of a “public safety employee”, bec
president of the United States, because of an act of Congress, or because of an order

to perform duty issued by the govermpursuant to R.C. section 5919.29, is entitled

to be paid the difference between the et
the gross uniformed pay and allowances up to $500.00 per month. If the gross
uniformed pay and allowances equals or excdetlse e mpl oyee’ s reg
monthly wage or salary normally paid by the employer, the employee is not entitled

to any additional compensation from the employer after being compensated for the

initial 176 hours per federal fiscal year.

Request for Leave Employees are required to submit to the Employer a copy of
the published orders authorizing the military duty or a written statement from the
appropriate military commander authorizing such duty. Employees requesting such
leave will also be required tomplete and submit a Request for Leave of Absence
Form.

B. PROCEDURE

Employees are required to submit to their department head a copy of their military orders
and a completed Request for Leave of Absence Form outlining the anticipated duration of
the military leave.

C. DEFINITIONS

1. Permanent Public Employeemeans any person holding a position in public
employment that requires working a regular schedule of twa&rtgonsecutive
biweekly pay periods, or any other regular schedule of comparablecatnegay
periods, which is not limited to a specific season or duration. "Permanent public
employee" does not include student help; intermittent, seasonal, or external interim
employees; or individuals covered by personal services contracts.

2. Public Séety Employee means a permanent public employee who is employed as
a police officer, fire fighter, or emergency medical technician.

FAMILY AND MEDICAL LEAVE SECTION 5.09|
A.  POLICY
1. It is the policy of the City of London that employees meuest time off for family

and/or medical leave of absence with job protection and no loss of accumulated
service provided the employee meets the conditions outlined in this policy and
returns to work in accordance with the Family and Medical Leave Ai988
(FMLA).
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2.

7.

Definition: Family and Medical Leave (FML) is a leave of absence, taken for

specified medical reasons, during which the Employer shall maintain the
empl oyee’s health insurance in the same
active pay stus. During the leave, however, employees must contimqayttheir

share of the premium.

Eligible Employees Employees who have been employed for a total of at least 12
months and who have completed at least 1,250 hours of actual service Wity the
during the previous 12 montlepod will be eligible for FML.

Employees Not Covered The following employees are not entitled to FML:
elected officials; personal staff of elected officials; unclassified, pohaking
appointees; immediate legahasors to elected officials; unclassified employees of
City Councit independent contractors; etc.

Entittement to Leave Eligible employees will be entitled to a total of 12
workweeks of FML during a rolling 12 month period measured backwardtfrem

date on which an employee uses Family and Medical Leave. Employees may take
the leave for any of the flolwing reasons:

a. Birth of a child of the employeend to care for a newborn child;
b. Placement of a child with the employeevigy of adoption or foster care;

C. To care for the spouse, child, parent or one who stood in place of a parent
of the employee, if that person heaserious health condition; or

d. Because of serious health conaits that make the employee unable to
perform any of the essenti al functio
workers’ compensation qualifying inj

e. Because of any qualifying exigency arising out of the fact that the
empl oyee’ s s parwsparent isacovereddralitarg mamber
on active duty (or has beentified of an impending call arrder to active
duty) in support of a contingency operatio

An eligible employee may be permitted a total of 26 workweeks of unpaid leave
during thel2 month period measured forward from the first date the employee

uses Family and Medical Leave in order to care for a covered servicemember with

a serious injury or illness if the employee is the spouse, son, daughter, parent, or
next of kin of the seregemember. However, when Family and Medical Leave is
used for this reason and one (1) or mo
eligible employee will be entitled to a maximum combined total of 26 workweeks

of leave.

Use of Paid Leave Employeesare required to use all paid leave (i.e., accrued
vacation, holidays, compensatory time, personal leave, sick leave, etc.), prior to
entering norpaid status while on FML. The combined period of leave, including
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paid and unpaid leave, shall not exceeddia of 12 or 26 workweeks durirtge
leave year defined herein.

8. Further Unpaid Leave of Absencén the event of the continuation, reoccurrence
or onset of a serious health condition after the employee has exhausted the 12
workweeks of leave, the giloyee may request an unpaid leave of absémce
accordance with this manual.

0. The Employer will require the employee to provide appropriate certification in
order to support a leave request because of a qualifying exigency or to care for a
covered sendemember wh a serious injury or illness.

10. Husband and Wife In a case in which a husband and wife, both employed by the
City, request leave due to the birth or placement of a child (see A.4.), the total
number of workweeks of FML to which both empé&g are entitled shall be limited
to 12 workweks during any 12 month period.

11 Intermittent/Reduced Leave Scheduleeave due to the serious health condition
of the employee or the employee’s spous:
servicemenber with a serious illness or injury, can be taken intermittently or on a
reduced leave schedule when medically necessary. In all other cases, it may only
be taken with permission of the Appointing Authority. The Appointing Authority
may require an empyee taking leave in this manner for planned medical
treatments to transfer temporarily to an alternative position which has equivalent
pay and benefits and better accommodates the recurring periods of leave. Leave
due to a qualifying exigency may alsota&en on an intermittent eeduced leave
schedule basis.

FML due to the birth or placement with the employee of a child shall not be taken
on an intermittent or reduced leave schedule which would reduce the usual number
of hours per workweek or per workgl

12.  Seniority An employee granted FML will continue accrue seniority during
FML.

13. ReinstatemeniVhen an employee returns from FML, he/she will be restored to the
position held by the employee when the leave began or a similar position of
equivalent pay and benefits. Where the employee is returning from unpaid leave,
the Employer may require that the empl o
is able to resume work as a condition of return to employment, when the leave is
due to the employée own serious health condition.

14. Failure to Return

a. If the employee fails to return from the leave, the employee shall reimburse
the City for the total insurance premium paid by the City during any time
the employee was on an unpaid leavalifence, unleské failure to return
is due to:
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(2) Continuation, recurrence or onsetao$erious health condition; or
(2) Other circumstances beyondthrepl oyee’ s contr ol

In such a case, the Employer may require medical certification. éfrgrloyee
fails to provide certification or an adequate excuse, the employee shall be liable for
the total instance premium paid by the City.

b. If an employee does not report to work or request and receive further
approved leave after the applicable FMkpees, the employee will be
absent without leave and may $ugbject to disciplinary action.

15. Records The Employer shall maintain the following records foeéh(3) years:

Employee wage records;

Dates of FML taken (including paid leave taken);

Hours of FML; if intermittent or reduced leave is taken;

Copies of all notices given to employees;

Copies of all documents describing benefits, policies and practices affecting

FML;

. Copies of employee requests for FML;

. Records of t he ebBmpdIlooyyeeer’’ss heaemad t h
payments;

. Records of any disputes between the Employer and employee over

designation of FML.

Records of medical certification of employees or their family members shall be kept

confidentialastheyareconf i dent i al medi cal records un
16. Family and Medical Leave Definitions
a. Spouse Husband and wife. However, commlanv marriages after
October 10, 1991, have beabolished by Ohio law.
b. Parent The biological parent or person starglin place of a parent to the
employee whentheemployeeas a c-hawsl” arfénnot 1 nc

C. Child: A biological, adopted, fosteor step child; a legal ward; or a child
of an employee who is standing in loco parentis, who is under 18 years of
age or 18 years of age or older and incapable otae#f because ofraental
or physical disability.

d. Serious Health Condition An illness, injury, impairmentor physical or
mental condition which involves a period of incapacity or treatment that
requires absence from employment for more than three (3) calendar days
and involves care by a heal thalscare pr
includes continuing treatment of chronic or letegm incurald conditions
and prenatal care.
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Continuing Treatment Continuing treatment by a health care provider
which includesat least one of the following:

(1) a period of incapacity for more @h three (3) consecutive days
which requires subsequent treatment relating to that condition on
two (2) or more occasits or on one (1) occasion whigksults in a
regimen of continuing treatment;

(2) incapacity due to pregnancy;

(3) a period of incapacitpr treatment due to a chronic serious health
condition, which may be episodic but includes periodic visits to
health care provider and continuegpan extended period of time;

(4) any period of incapacity which is permanent or long term, due to a
condiion for which treatment may not ledfective;

(5) any period of absence due to receiving multiple treatments, e.g.,
after surgery, accident or for a condition which, if left untreated,
would result in absena# three (3) consecutive days.

Health Care RPvider. Either: 1) a doctor of medicine or osteopathy who is
authorized to practice medicine or surgery by the state in which the doctor
practices; or 2) any other person determined by the Secretary of State to be
capable of providing health care sergice

Intermittent Leave Leave taken in separate blocks of time ttua single
gualifying reason.

Reduced Leave Schedule Leave that reduces an
of working hours per workweek or workday.

Qualifying Exigency A nonmedicalactivity that is directly related to the
covered military member’
activity to qualify as an exigency, it must fall within one (1) of seven (7)
categories of activities or be mutually agreed to by the &yepland
employee. The seven (7) categories of qualifying exigencies are short
notice deployment (leave permitted up to seven (7) days if the military
member receives seven (7) or | ess
military events and related tadties, certain temporary childcare
arrangements and school activities (but not ongoing childcare), financial
and legal arrangements, counseling by amealical counselor (such as a
member of the clergy), rest and recuperation (leave permitted ug tbjiv
days when the military member is on temporary rest and recuperation
leave), and poaieployment military activities.

Next of Kin: Nearest blood relative.
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K. Covered ServicemembheA current member of the Regular Armed Forces,
National Guard, or Reserve, including those on the temporary disability
retired list (TDRL), but not including former members or members on the
permanent disability retired list. The servicemember must be receiving
medical treatment or oversight by a DepartmenDefense or Veterans
Affairs health care provider or by a Department of Defense TRICARE
network or nometwork authorize private health care provider.

l. Serious Injury or lliness A condition that may render the servicemember
medically unfit to performt he duti es of trdde ranke mber ’
or rating.

B. PROCEDURE

1. General Notice The Employer shal/l post writte
ability to file a complaint. The Employer shall also distribute the general notice to
employees through the Employee Handbook or by pnogittie notice to each new
hire.

2. Eligibility Notice: The Employer will provide an eligibility notice to any employee

who applies for FMLA leave informing the employee of whether the employee is
eligible for FMLA leave. If the employee is not eligible, the notice must state at

least one (1) reason why the employee is not eligible. The eligibility notice must

be provided within five (5) business days after the first time in each of the
Empl oy er 'lesave adr_tihat an employee requests FMLA leave for a
particular qualifying reason. During that same FMLA leave year, a new notice is
required only iftheemploye’ s el i gi bil ity status chang

3. Rights and Responsibilities NoticeThe Employer will proide a rights and
responsibilities notice each time an eligibility notice is required. This notice
includes numerous pieces of information
month FMLA leave year, whether a certification and other documentatiobewvill
required, whether the Employer will require the use of paid time off benefits while
the employee is on leave, and a number of other rights apdnsibilities of the
employee.

4, Designation Notice Once the Employer has determined that a leave isA~ML
qualifying, the Employer will provide written notice to an employee who has
requested FMLA leave either designating the leave as Fhla#ifying or
notifying the employee that the leave does not qualify as FMLA leave. The notice
must be provided withifive (5) business days after the Employer determines if the
leave is FMLAqualifying. If the leave qualifies, the notice must specify the
amount of leave that will be counted as FMLA leave if known, and if not known at
that time, a designation notce msse pr ovi ded wupon the emp
no more often than every 30 days (if leave was taken during the prior 30 days). The
notice must also state whether a fitréssduty certification will be required.
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5. Empl oyee’ s No't:iHigble Bmpoyeeas reguirifgiFNML shajl notify
the Employer not less than 30 days prior to the date such leave is to begin by
completing he written application for FML.

However, where the need for leave is not foreseeable 30 days in advance, the
employee shallamplete the FML Application Form and provide as much advance
notice as practicabl e. Leave forms shal
supervisor who shall forward them to thppointing Authority.

Absent unusual circumstances, employees musticomp wi t h t he Empl oy
and customary notice and procedural requirements for requesting leave. If an
employee fails to comply with the Empl o
unusual circumstances, the Employer may delay or deny Fptbfectedeave.

The 30 day advanced notice requirement for foreseeable leave does not apply to
gualifying exigency leave when a covered family member is calledtiveaduty

in the Armed Forces.

6. Initial Certification

a. Employees who request Family and Mediteave must provide the
Employer with certification of the condition from the health care provider
in cases involving serious health conditions and attach the certification to
the application for leave.

b. Upon receipt of the certification, the Employeay, at its expense, require
the employee to obtain a second opinion from a health care provider
selected by the City.

C. If the second opinion differs from the first, the Employer may, at its
expense, require the employee to submit to a third examinayia health
care provider jointly selected by the City and the employee. This third
opinion shall be final and binding.

d. If an employee submits a complete and sufficient certification signed by the
health care provider, the Employer may remuest additional information
from the health care provider. However, the Employer may contact the
health care provider for purposes of clarification and authentication of the
medical certification after the Employer has given the employee an
opportunityto cure any deficiencies. To make such contact, the Employer
must use a health care provider, a human resources professional, a leave
administrator, or a management official. Under no circumstances, however,
may the employee’ s tdhe eemplsauyeeag’'vd shhe
provider. The Employer may not ask health care providers for additional
information beyond that required by the certification form.

e. Failure or refusal of the employee to submit to or cooperate in obtaining
either thesecond or third opinions, if requested, shall result in the denial of
the FMLA leave request.
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7. Subsequent Certification

a. The Employer may request recertification no more often than every 30 days
and only in connection with an absence by the emplaydes paragraph
b or c below apply.

b. If the minimum duration of the incapacity specified on a certification is
more than 30 days, the Employer may not request recertification before the
minimum duration of the specified leave expires unless one of the
conditions of paragraph c is met. In all cases, the Employer may request a
recertification of a medical condition every six (6) months in connection
with an absence by the employee.

C. The Employer may request recerdtion in less than 30 days if:
(1) the employee requests an extension of leave;

(2)  circumstances described by the previous certification have changed
significantly (i.e., duration or nature of théngss, complications,
etc.); or

(3) the Employer receives information that casts doubt uen
empl oyee’ s stated reasonvalidiyr t he
of the certification.

d. If one (1) of the conditions of paragraph c occurs, the Employer may
immedately request recertification.

8. Certification Deadline The employee shall pralé the requested recertification at
the employee’ s expense within 15 cal en
practicable. Certifications not provided within this time limit without adequate
excusanay invalidate the FMLA leave.

0. Empl oy e e 'ofayhsurahce Pramiubypon commencement of FML, the
Empl oyer shall continue the employee’s
not on | eave. However, the Employer’s

more than 30 days late in tendering Inés/share of the premium, unless COBRA
has been elected. In such a case, the Employer shall provide the employee written
notice 15 days prior to ceasing the premium payment by mail.

LEAVE OF ABSENCE WITHOUT PAY SECTION 5.10|

A. POLICY

1. Eligibility : All employees who have completed their probationary period may
request a leave of absence from employment without pay. Approval of such request
is solely at the discretion of th&ppointing Authorityand each request will be
determined on & own merits. A leave of absence without pay shall not exceed six
(6) months.
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Absence without proper authorization or approval shall be considered sufficient
cause for suspension or dismissal. Leave without pay may, where necessary, be
granted by the Bad of Public Utilities or by the director of any department, but
shall not exceed tw(2) months in any ongl) calendar year.

2. Return from Leave Upon returning from an approved leave of absence, the
empl oyee shall be pl dposittn, or anothehpmsitiemmp | oy e ¢
the same classification should the empl
Should no similar position be available, the employee will be laid off. The leave
of absence of a provisionally appointed classified eng#ois subject to the
establishment of an eligible list and terminates automatically in case an eligible list
is established during thgeriod of the leave of absence.

3. Failure to Return or Properly Use Leave€ailure to return to work within three (3)
working days after the scheduled end of an authorized leave of absence without
acceptable justification will be deemed a voluntary resignation effective as of the
scheduled expiration of the authorized leakailure to use a leave of absence for
the reasons stated in the request for leave may result in cancelfatenieave.

4, Effect on EmploymentSick leave, vacation leave, holiday pay and seniority credit
are not earned by employees while on an aitbdreave of absence without pay,
except that a leave of absence without pay related to military service shall not be
considered a break service for seniority purposes.

B. PROCEDURE

1. All requests for leaves of absence without pay shall be subnottedAppointing
Authority on a Request for Leave of Absence Formdicating the specific reason
for the requested leave and with all requested opa@tipg documentation
attached.

2. All leaves of absence of classified employees must be reported &ppraved by
the Civil Service Commission.

ADMINISTRATIVE LEAVE SECTION 5.11|

A. POLICY

An Appointing Authority may place an employee on administrative leave with pay in
circumstances where the health or safety of an employee or of any pensmpenty
entrusted to the empl oy e eAnsappaning autharitymayd be
place an employee on unpaid administrative leave pursuant to ORC 124.388.

B. PROCEDURE
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The Employer will provide the employee with notification when theybeing placed on
administrative leave. Compensation for administrative l@atlrepayshall be equal to the
empl oyee’ s base rate of pay.

DISABILITY LEAVE / SEPARATION SECTION 5.12|

A. This section outlines the conditions under whidahsability leave or disability separation
may be granted to classified employees, and procedures for administering their use. It is
intended to outline the procedures to be followed after determining that no reasonable
accommodation can be made which veballow the employee to perform the essential
functions of the employee’s position or 0
employee is qualified.

1. Voluntary Reduction When an employee becomes physically unable to perform
t he essenti al functions of t he empl oy
accommodation, but is still able to perform the duties of a vacant lower level
position, the employee may voluntarily requestiuction to the lower level
position. Such request shall be in writing, addressed to the department head, EEO
Coordinator, oAppointing Authority shall state the reason for the request and, if
approved by the Appointing Authority, will be attached th@ implementing
personnel action.

2. Disability Leave A physically incapacitated employee, who has exhausted Family
and Medical Leave, and for whom voluntary reduction or reasonable
accommodation is not practicable, may request up to one (1) yeaalifitideave
without pay in increments of 30 days, only if the employee can present evidence as
to the probable date on which the employee will be able to return to the same or
similar position within the one (1) year period. Such request shall be sedbmit
writing to the department head wiheh a cc
Appointing Authority shall approve or disapprove the requeshis or her
discretion An employee requesting or receiving approval for a disability leave of
absece due to a disabling illness, injury or condition is subject to the provisions of
the Leave of Absence without Pay Section of this manual.

3. Involuntary Disability Separation or Termination for Failure to Report for \Work
Involuntary disability separatn is efective in the following cases:

a. If an employee becomes unable to perform the essential job duties of the
empl oyee’s position, subject to the
the employee has exhausted Family and Medical Leave the Apppinti
Authority may involuntarily dsability separate the employee.

b. If an employee on disability leave is unable to return to work when the
empl oyee’s disability |l eave is exhat
shall involuntarily disability separate themployee if the employee
cooperates under this procedure, or remove the employee for being absent
without-leave if the employee does not cooperate. (Please note that
disability leave is only granted after Family Medical Leave is exhausted.
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5.

See 2 above.The Appointing Authority shall do so by completing an order
of removal i ndicating the reasons

a s

nonf easance” with an adequate expl an
reasons are the empl ol abktoperformihé ur e
essenti al functions of the employee’

refuses to submit to an examination or to provide proof of disability,
grounds for terminating employment shall be neglect of duty, nonfegasance
and failure ogood behavior for failure to repodrfwork without approved
leave.

Medical Examination Medical examinations are either required or permitted in

relation to involuntary disability separation as follows:

When required:

a.

When requested by an Apptimg Authority, a medical or psychological
examination conducted by a licensed practitioner selected by the
Appointing Authority, substantiating the disabling illness, injuor
condition, shall be required prior to involuntarily separating the employee
unless the employee is hospitalized at the time the employee is involuntarily
separated. The Appointing Authority shall bear the cost of the examination.
Both the Appointing Authority and the employee shall receive the results of
that examination and reé&d documents, subject tovion (C)(1) of R.C.
1347.08.

When permitted:

b.

An Appointing Authority may require an employee to submit to a medical
or psychol ogi cal examinati on i n
capability to performthe s sent i al j ob duties of
or without a reasonable accommodation. Such examination shall be
conducted by a licensed practitioner destermined by the Appointing
Authority. Prior to examination, the Appointing Authority must syppke
examining practitioner with facts relating to the perceived disabling iliness,
injury, or condition and must supply additional information including
physical and ment al requi rements
statements and position descriptiolmhe cost of the examination shall be
paid by the City. Both the Appointing Authority and the employee shall
receive the results of the examination and related documents subject to
division (C)(1) of R.C. 1347.08.

Failure to Appear for Eamination or Riusal to Submit:

C.

The refusal to submit to the examination, the unexcused failure to appear
for an examination or the refusal to release the results of an examination
will subject the employee to removal, as explaimedubsection (3)(b)
above.

Rightto Preseparation Conference Rights of Appeal
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a. The Appointing Authority shall institute pigeparation proceedings when
the results of a medical or psychological examination conducted as provided
by subsection 4 have been received and the Appointirnigoity initially
determines an employee is incapable of performing the essential job duties
of t he empl oyee’ s assigned positi ol
accommodation, and initially determines the employee is not eligible to
receive benefits under aggram provided by the Appointing Authority.
Under such proceedings, a conference shall be scheduled and advanced
written notice shall be provided to the employee. If the employee does not
waive the right to the conference, then at the conference thieysahas
a right to examine the Appointing Al
rebut such evidence and to prdseastimony and evidence on the
empl oyee’s own behal f.

b. If the Appointing Authority determines, after weighing the testimony
presented andvidence admitted at the pseparation conference, that the
employee is capable of performing the essential job duties, then the pre
separation conference shall cease and the employee shall be considered to
be fit to perform the essential job dutieslofd e mpl oyee’ s posi t
Appointing Authority determines, after weighing the testimony presented
and the evidence admitted at the -peparation conference, that the
employee is unable to perform the essential job duties, then the Appointing
Authority shall issue to the employee an order of involuntary disability
separation, as desbdd in subsection (3)(b) above.

C. A classifiedemployee so separated shall have the right to appeal in writing
to the Civil Service Commission within ten (10) days following the
Appointing Authority’s service upon
involuntarily disability separation.

d. The Appointing Autlority shall notify the employee, at the time of the
involuntary disability separation, of the required proceduo apply for
reinstatement.

6. Right to Reinstatement Rights of Appeal

a. An employee may make a written request to the Appointing Authfanity
reinstatement from an involuntary disability separation. The request shall
be accompanied by substantial, credible medical evidence that the employee
is once again capable of performing the essential functions of the
empl oyee’ s | ob.Il be ntadecnbt more than ®rxe everys h a
three (3) months and not later tharo (2) years following the beginning of
the disability separation, or a leave of absence vi@tb by a disability
separation.

b. When an involuntarily separated employee presenthéoAppointing
Authority substantial, credible medical evidence as provided by (6)(a)
above, showing the employee is once again capable of performing the
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essential job duties of the empl oyee
reasonable accommodationetAppointing Authority shall either reinstate

the employee or require the employee to submit to a medical or
psychological examination conducted as predicdby subsection (4) (b)

above.

C. The Appointing Authority shall reinstate the employee after recgithe
results of the examination if the Appointing Authority determines the
employee is once again capable of performing the essential duties of the
empl oyee’ s assi ¢gnaaregasomlbleacconmmodaiion.h o r

d. The Appointing Authority shalinstitute prereinstatement proceedings if

the Appointing Authority has received the results of the examination and
initially determines the employee remains incapable of performing the
essential job duties of the atapl oyee
reasonable accommodation. Under these proceedings, a hearing shall be
scheduled and adequate advanced written notice shall be provided to the
employee. If the employee does not waive the right to the hearing, then at

the hearing the employeehas@a ght t o examine the App
evidence of continuing disability, to rebut such evidence and to present
testimonyandevideec on t he empl oyee’s own beh

e. If the Appointing Authority determines, after weighing the testimony
presented andvidence admitted at the preinstatement hearing, that the
employee is once again able to perform the essential job duties of the
empl oyee’s assigned position with or
then the Appointing Authority shall reinstate thenpdoyee. If the
Appointing Authority determines, after weighing the testimony presented
and evidence admitted at the peinstatement hearing, that the employee
i's not able to perform the essenti a
position with or withait a reasonable accommodation, then the Appointing
Authority shall not raistate the employee.

f. If the Appointing Authority determines an employee, who has been
involuntarily separated, has committed an act which is inconsistent with the
emp | oy e #ity, 8lnesk orsnauty, then that act may be considered by
t he Appointing Authorit yselghbityfordet er
reinstatement

g. Once an Appointing Authority properly determines an employee is to be
reinstated, the employee has a tigh be assigned to a position in the
classification the employee held at the time of involuntary disability
separation. If the classification the employee held at the time of involuntary
disability separation no longer exists or no longer is utilizedthsy
Appointing Authority, then the employee shall be placed in a similar
classification. If no similar classification exists, the employee may be laid
off in accordance with the layoff procedures outlined elsewhere within this
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manual and may exercise adigplacement rights which ag exist under
such procedures.

h. If the employee has been granted disability benefits by a state retirement
system, the requirements of this rule shall apply for up to five (5) years,
except a licensed practitioner shall be @pfed by the Public Employees
Retirement Board and application for reinstatement shall not be filed after
the date okervice eligibility retirement.

I. An employee refused reinstatement as provided in subsection (6)(e) shall
be notified in writing of theefusal to reinstate and of the right to appeal in
writing to the Civil Service Commission within ten (10) days of receiving
notice of the refusal to reinstate.

J. An employee who fails to apply for reinstatement within two (2) years
following an involunary disability separation, or a leave of absence
followed by an involuntary disability separation, shall be deemed
permanently separated from service except as otherwise provided in
subsection (6)(h) above.

GROUP HEALTH INSURANCE SECTION 5.13|

A. POLICY

1. Eligibility :  All full-time employees in active pay status may be eligible to
participate in the Empl oAlldutl-time shlagiedl t h i
employees of the City shdik eligible toreceive medical insurance. Said medical
and hospitalization insurance premium shall be paid for by both the City and the
employee at raggto be determingby theCity.

2. Election Employees may elect coverage under the insurance plan at initial
appointment, or apply for coverage at a later dageshowing evidence of
insurability through the completion of a health insurance questionnaire and subject
to restricions or rejection for coverage.

3. Coverage Eligible employees approved for coverage by the insurance carrier at
initial appointment shall become covered within 30 to 90 days after appointment.
Current employees become covered aftemsng evidence of insurability.

4. Paid Leave The Employer will continue to pay its share of the health insurance
premium for employees aall paid leaves of absence for so long as the employee
is in active pay status as defined in the Digbns Section of this manual.

5. Unpaid Leave of Absencd-or employees who apply for and are granted an unpaid
leave of absence, the Employer wil tohnnue to pay the emp
insurance premium for the term of the unpaid leave of absence, up to one (1) year.
After one (1) year, the employee shall no longer be eligible for coverage hereunder,
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but shall become eligible for continuationcoverage t he empl oy ee
as provided in this manual.
6. Colnsurance Reimbursement Fundrhere is hereby established a Municipal

Health Insurance Fund, the purpose of which is to provide reimbursement to
Municipal employees for that inetwork porton of otherwise covered medical
expenses not paid by the existing Municipal health plan due to a contractual co
insurance factor. If an employee receives a claim involvingiasigrance charge,
such claim shall be calculatedd paid direcby BAC or othe contracted agency.

B. PROCEDURE

1.

Employees desiring insurance coverage shall complete an application at
commencement of employmeahd submit to the City Auditor's Office within
thirty days of his/her appointment. The effective date of coverage fisshef the
month following thirty days of employmenEmployees declining coverage shall
sign a waiver of coveragg commencement of employment.

The department head or designee shall immediately infordautidor s Oih f i c e
writing when an employee is:

a. separated from service;
b. offwor k on workers’® compensation; or

C. on any other unpaid leave of absence.

CONTINUED GROUP HEALTH INSURANCE COVERAGE SECTION 5.14|

A. POLICY

1.

Employees who separate from service and/or their spouses and children may be
eligible for continuation of health insurance covergel 8 or 36 months upon the
happening of certain evenit their own expese, as described herein. The same
health insurance coverage shall continue for eligible employees/individuals under
this policy as is provided to other employees who mairgeployment with the
Employer.

Employees, spousesand dependent children who are covered under the
Empl oyer’s health insurance plan shall
insurance coverage acdarg to the following schedule:

a. An employee who is terminated discharge for miscondu@bther than by
discharge for gross misconduct) shall be eligible to purchase health
insurance coverage for up to 18 rtimfollowing the termination.

b. An employee whose total hours worked are reduced, which reduction
causes the employee to be ineligible fmntinued health insurance

80

{3/27/2023 PLLONCI 00295170.DOCX }

N



Section 5

EMPLOYEE BENEFITS

coverage, shall be eligible to purchase health insurance coverage for up to
18 monthdollowing such reduction.

If a second qualifying event occurs during this 18 month period, coverage
may be extened for an additional 18 nmths.

If any beneficiary becomes disabled under the Social Security Act and
provides timely notice of that status to the Employer, coverage may be
extended for up to 29 months.

The spouse and dependent children of an employee shall be eligible to
purchase health insurance coverage for utmdnths when the employee:

(1) Dies;

(2)  Would otherwise lose cavage due to termination andfeduction
as descried in the above paragraphs; or

3) Becomesntitled to Medicare coverage.

The spouse and/or dependent children shall be eligible to purchase health
insurance coarage for up to 36 months when:

(1) The spouse and dependent children would lose eligibility for
continued coverage due talvorce a legal separation; or

(2)  The dependent child would otherwise lose coverage by ceasing to
satisfy the pl an’ splicaldeviedepegdent r e q u i
children.

B. PROCEDURE

1.

Full-time employees, spousesnd dependent children shall be notified of the
provisgons of this policy as follows:

a.

d.

Employees shall be notified of this policy at the time they begin coverage
under the Employer’s healthedtesur anc
terminated or r@uced.

Spouses shall be notified of this policy at the time family or spouse coverage
begins under the Employer’ s health
employee i®ither terminated or reduced.

Service of Notificat i albedeemedotiteeto e mpl o
dependent children.

A sample COBRAotice is located in Section 9.

Each employee shall be responsible for notifying the Employer of any action which
mi ght trigger a spouse’s or depéndent
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insurance coverage under this policy. Such notice shall be given by the employee
to the Employer immediately upon gaining knowledge of the event and shall
include divorce, legal separationr loss of dependent eligibility der the
Empl oyer ’as. heal th pl

3. The Employer or designee shall notify the individual(s) who are eligible for
continued health insurance plan coverage of their rights and obligations under this
policy, within 14 days after the occurrence of a triggering event. The notice shall
cortain a final date by which the employee, spouse or depend&hiulst respond
to the notice.

4. The eligible employee/individual shall notify the Employer of their decision to
continue or not continue coverage withih days of the triggering event.

5. As used in this policy, termination shall include any separation from employment,
except those instances where an employee has been separated for acts of gross
misconduct, but including layoff, resignation, voluntary/involuntary leave without
pay, disclarge a n d any ot her termination which
ineligibility for continued health insurance benefits. Employees who are separated
in accordance with civil service law for gross misconduct are not eligible for
continuation ohealth insurace plan coverage.

6. An employee, spouse or dependent child who elects continued health insurance
coverage shall only be eligible until the earliest da&t any of the following occur:

a. Coverage expires either 836 months after the triggerirayert;

b. The group health care platerminated by the Employer;
C. The individual fails to timely pay the requirecepmium;
d. The employee becomes coveredier another group health cgian; or
e. The individual becomes eligible for Medicdrenefits.
OTHER INSURANCES SECTION 5.15|
A. POLICY

The Employermay providevision care, dental careand liability insurance at the

Empl oyer’s expense and may offer other in
and/ or empl oyee’ s expense. Empl oyees s h
explanation of currently available insurance benefits and anas)

-~ (N

1. The City shall provide life insurance and accidé¢death insuraze. All full-time
employees have $25,000term life polcy; spouses and dependefageover 15
days) have a $5,000 term life poligursuant to enrolimenerification standards
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2.

The City offers payroll deductions for sevemgbtional insurance coverages.
Employees should see their department head for an explanation of currently
available insurance benefits and programs.

B. PROCEDURE

1. A full-time emplyee must complete an enrollmeform and submit to the City
Auditor's Office within thirty(30) days of his/her appatment. The effective date
of coverage is the first of the month following thirty days of employment.
2. If an employee is interested inyaoptionalinsurance policy, he/she magntact
the City Auditor's Office othe appropriate insurancerapany/agent.
WORKERS® COMPENSATI ON SECTION5.16|
A. POLICY
1. State | aw provides that al/l empl oyees a
injuries that arise out of or in the course of employment. The Employer contributes
to the Workers’ Compensation I nsurance
based onhe Emp | oyer ' s experience rate.
2. All injuries which arise out of or in the course of employment shall be reported and

compensated for under this Workers’ Co
Empl oyer’ s health insurance plan.

B. PROCEDURE

1.

Injury Reports When an employee is injured during the course of employment,

the employee’s supervisor shal/l provi de
ReportForm. The form shall be completed regardless of the apparent seriousness

of the injury and whetherranot medical attention is required. The form shall be
compl eted by the employee and forwarded
hours of the injury.For fire department personnel, the form shall be completed by
employee and forwardedtotheempleyes super vi sor within 702
The supervisor or department head shall investigate the accident, review and
complete the form and forward same to Ahalitor.

Application for Payment of Medical Benefits Only When an empl oye
requires any type of medical attention, the supervisor shall, in addition to the
Accident Report described above, provide the injured employee with a First Report

of an Injury, Occupational Disease, or Death. This form shall be prepared and
signed bythemp | oyee and given to the employee
same to théuditor. TheAuditor shall send the form to the attding physician for

completion.

Application for Payment of Compensation and Medical Benefit&hen, in
addition to medida attenti on, an employee’s inj
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10.

absence from work for seven (7) days or more, the employee may complete a First
Report of an Injury, Occupational Disease, or Death, if such employee desires
compensation for lost wages. This forsnh a | | be given to t
supervisor, who shall forward same to
completion. This form shall then be forwarded toAlelitor for completion.

I

Serious Injury In the event of a serious injury, the injured énppy ee’ s super \
shall notify the department head immediately so that an investigation can be
initiated.

Return to Work The Employer must be advised and continually updated if an
employee continues to be absent due to a weldted injury. Employes are
responsible for providing to their Employer their expected date of return (if known).
The department head is responsible for immediately notifyimgyriting, the
Auditor when an emplyee is able to return to work.

Documentation Any documents received from the injured employee, the
empl oyee’s physician, the hospital or t
claims must be immediately forwarded to fhaditor.

Wages on Injury Date Employees who are injured during the is®u of
employment and who must leave work before completing their work period shall
be paid at their regular rate for the balance of tiefteih their scheduled workday.

Repurchase of Used Sick LeaveAn employee injured during the course of

employmen , and who makes application for W
may elect to use accrued sick leave in accordance with Employer policy prior to

recei ving payments from Workers’ Compe
Repurchase of Sick Leave Agreement direcng al | Wor ker s’ C

payments to the Employer as reimbursement for such payments and shall have a
proportionate amount of their sick leaveceg edi t ed upon receipt
Compensation payments by the Employer. Payment of sick leakies imanner

shall not exceed 12 weeks for each injury authorized for payment byitbauBof

Wor kers’” Compensati on.

Simultaneous PaymentsEmployees are prohibited from receiving payment for
sick leave while simultaneously receiving payment from Warker Comp.ens at i

Accommodation of Disabled EmployeeWhen confronted with an employee
claiming a disability under the Workers
defined in the ADA, the Employer will consider making a reasonable
accommodation thavould allow the employee to continue performing the essential
functions of the employee’s position.

of Wor ker s’ Compensat i oion, tlrerEmploee will n d u st
include:

a. copi es of tlassfication ppeafigagoa and essential functions
list;
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11.

b. related medical records; and
C. any offer of reasonable accommodation.

The Employer will provide the same information to any examining physician or
other appropriate, licensed practitioner.

Postaccident Testing The results of a posiccident drug/alcohol test, or the

empl oyee’s refusal to submit to such t
receive Workers’ Compensation benefits.
drug/alcohdb t es't i's “rebuttably presumed” to
influence of a controlled substance not
Once such a presumption is established, the employee must then prove that the
presence of such drugs dc@hol was not the proximateause of the workplace

injury.

e

In order for the results of a peatcident drug/alcohol test to be considered by the
Bureau of Workers’' Compensation, the te
test .” A té&stifisitqiual iatimiontgreet (8)r e d u
circumstances:

a. Where the Employer had “reasonabl e c
may be intoxicated or under the influence of a controlled substance not
prescribeby t he employee’s physician; or

b. Where the examination is conducted at the request of a police officer
following an arrest, tiffic stop, or auto accident; or

C. Where the examination is ordered by a licensed physician who is not

employed by the Employerandnsot at t he Empl oyer’' s

The determination of reasonable cause, as addressed in paragraph a. above, and the
procedure for having an employee tested upon reasonable suspicion are addressed
in Section 7.06 of this manual, Alcohol and Drug Abuse.

WAGE CONTINUATION POLICY SECTION 5.17

A.

B.

Any employee who suffers a compensable industrial injury or illness can, subject to this
section, receive regular wages instead of Workers' Compensatietimiesbenefits.
Payment for related medical benefits is the responsibility of théoge1s Managed Care
Organization (MCO).

Qualifications.

1.

The injury or illness must be determined to be compensable by the company, or in
the case of dispute, the Ohio Industrial Commission. In no event will compensation
commence before all initial papvork is completed and filed with the appropriate
agency(ies).
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2. Competent medical proof of disability must be provided via Fors@84Cor
Physician's Update and Physical Capabilities form. The attending physician must
complete the form in its entirety antfia his or her original signature to the form.
Copies are unacceptable.

3. The employee must complete a FRDFirst Report Injury application and sign a
wage agreement, medical relezmad an election form.

4. The company reserves the right to havedimployee examined by a physician of
its choice at the company's cost to confirm the medical diagnosis and/or the period
of disability. Failure to submit to examination will result in termination of wage
continuation benefits.

5. Wage continuation benefits lvbe paid only for those periods of lost time that
otherwise would qualify the employee for receipt of workers' compensation lost
time benefits, subject to the following limitations.

C. Termination ConditiondNVage continuation payments will cease upondairihe following

conditions:

1. Attending physician releases employee to return to work.

2. Employee returns to work for another employer.

3. Empl oyee fails to return to a transiti ol
his or her medical restrictionss aapproved by the injured workers' treating
physician.

4. Employee fails to appear for employgyonsored medical examination.

5. Employee has reached maximum medical recovery and/or the condition has

become permanent.
6. The claim is found to bffaudulent after payment has been commenced.

7. The injured worker attempts to collect both wage continuation and temporary total
compensation.

8. Employment termination.
9. Violation of any company policy or guideline.
10. Regardless of the abowenditions of termination, management may, at its sole

discretion, terminate wage continuation benefits at any time if disability exceeds
ninety days.
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11. The wage continuation plan and all benefits can be terminated at management's
discretion at any time.

RETIREMENT SECTION 5.18|
A. POLICY
1. Non-uniformed Personnel All employees (except uniformed personnel, elected

officials and certain seasonal employees) are required by law to participate in the
Ohio Public Employees Retirement System (OPERS). Bothrtipgoyee and the

Employer are required to contribute to OPERS, in amounts set by state law. The
empl oyee’s contribution is paid by payr
“piucpk” or pay the emplaacyedasi Share on a

2. Uniformed PersonnelAll full-time police officers and firefighters are required by
law to participate in the Ohio Police and FRree nsi on Fund. The
contribution is paid by payroll deduction.

3. Employees who separate from service prior twement eligibility may withdraw
their own contributions without interest from these plans.

4. Notice All employees are required to notify their department head of their
anticipated retirement in writing at least 30 days prior to thetfedate otheir
retirement.

5. Questions regarding tke plans should be directed to:

Onhio Public Employees Retirement System
277 E. Town Street

Columbus, Ohio 43215

1-800-222-PERS (7377)

Ohio Police and Fire Pension Fund
140 E. Town Street

Columbus, Ohio 43215

(614) 2282973

6. Deferred Compensation The City Auditor is lereby empowered to take all
necessary steps to establish and adopt aréddferompensation program faH
eligible City employees.

B. PROCEDURE

Employees shall submit a signed, dated letter to their department head stating their
intention to retire and the effective date of their retirement at least 30 days in advance. The
department head shall forward a copy of this letter immediately téubgor to allow
benefits and separation payments to be determined.
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TRANSITIONAL WORK/MODIFIED DUTY SECTION 5.19|
A POLICY
1. This policy is limited in its application to injuries and/or illnesses suffered during

the course of employment. The purposedrahsitional work is to provide such
injured employees, who cannot effectively perform the essential functions of
his/her position due to a work related illness/injury, the opportunity to continue
working for a limited duration, with transitional work,gi, modified duty) during
such period btemporary partial disability.

2. The temporary assignment to transitional work is made at the discretion of the
Employer. The Employer may require the employee to provide medical
certification from a licensed praioner, as to the nature and extent of the
empl oyee’s injury/illness and the proba
assigned to transitional work.

3. During the transitional work period the employee shall continue to be paid his/her
regular rateof compensation and accrue all benefits, in the same manner as before.
Placement into transitional work does not constitute a break in continuous service,
nor does it affect the employee’ s statu
The e mp joloduteesdre temporarily modified as a result of the employee
returning towork with medical restrictions.

4, The period of transitional work shall not exceed 30 days without advance approval
by the Appointing Authority. An employee may be granted (@rjeadditional
period of transitional work, upon spec#id meritorious circumstances.

B. PROCEDURE

1. When an employee has been injured during the course of employment, rendering
the employee unable to perform the essential functions of the positamn, th
employee will be evaluated for a transitional work assignment. This should, if
possible, be done within 24 hours of th
after authorization from the employee’s
the emplgee begin to perform transitional work (i.e., modified duty). A
transitional work period is a temporary assignment of limited duration, not to
exceed 30 days. The employee shall be offered an appropriate transitional work
assignment within his/her depasént first. If no such modified job within the
department exists, then within the City ufich modified assignment exists.

2. The cognizant physician or medical provider makes the ultimate decision to
determine an empl oyee’ s ftar anyavbrk telatedy t o
accident, injury, or illness. The physician makes the decision as to witether
empl oyee’ s capability to retur worka® wor Kk
defined in this policy.
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The physician or medical provider will duate the modified job duties to ensure
that the employee will not be required to perform duties that wouldheiur
aggravate their condition.

3. The result must be the performance of meaningful work that includes productive
output during the time of strgtheningand healing.

4. If after 30 days of performing transitional work, the employee is still unable to
perform the essential functions of his/her assigned position, and special and
meritorious circumstances are shown to exist, the employee may reqlyeshe
(1) additional 30 day period of transitional work. This should be done in
accordance with the same procedureissussed in paragraph B1 above.

5. The Transitional Work Evaluation Form is for use by physicians and medical
providers and establishs t he empl oyee’ s el i gibilit
assignment.

HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY SECTION 5.20
ACT (HIPAA)
PURPOSE

To identify the responsibilities of the City bbndonunder the privacy regulations issued by the
US Department of Health and Human Services through the Health Insurance Portability and
Accountability Act of 1996 (HIPAA).

A. POLICY
1. Protected Health Information The City must entedre th
health information.?” iohthats term i s defi
a. Is created or received by an emplqyer
b. Rel ates to an individual’ s health, p
and
C. Identifies or could reasonably be used to identifyitickvidual.

Protected health information (PHI) includes such information maintained or transmitted in
any form. Thus, electronic information, paper records and oral communication$ are al
subject to the privacy rules.

B. PROCEDURE

1. Disclosing Health Indrmation Subject to certain exceptions, the City may not use
or disclose protected health information (PHI) for purposes ttharfor treatment,
payment or health care operations withc
necessary to release PHI, @y will comply with the standards and procedures
set forth in theHIPAA regulations.
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When using or disclosing protected health information, the City will make every
reasonable effort to limit protected health information to the minimum necessary to
accanplish the intended purposetbe use, disclosure or request.

2. A breach of patient confidentiality of protected health information (PHI) by an
employee may result in disciplinary action, up to and including termination of
employment.

LICENSE INCENTIVE SECTION 5.21 |

Each individual who is employed by the Board of Public Utilities shall receive an incentive bonus
for each license he or she acquivasich are the same rates as may be found in the AFSCME
Collective Bargaining Agreement.

UNIFORM ALLOWANCE SECTION 5.2
A. POLICY
1. Full-time members of the Police Department and Fire Department shall receive an

annualallowance per their current contracts. Each-paré police officer shall
receive alothing allowanceerpolice policy.

2. The City will provide uniform shirts, as estafled by the Street Committee in
conjunction with the Administration, equalftee (5) shirts per fultime employee,
and three (3) sweatshirts each for-tuthe employees.

3. Department Heads/Superintenderghall receive the same uniform allowance
provided to bargaining unit employees.

4. Board of Public Utilities

a. Some employees will be required to wear uniforms. Public Utilities
Department fultime employees in manual labor positions will receive fou
(4) polo shirts and five (5) tee shirts per year. Shirts will be replaced as
needed. Employees will turn in ardahirt to receive a new shirt.

b. The Board of Public Utilities will also provide a uniform allowapee their
current contractannuallyfor pants, work boots, and a coat. Uniform shirts
are the property of BPU. When an employee terminates employment, he
will be required to return all shirts. Failure to do so will result in the
employee being charged $25.00 per shirt, which will be ctedfrom the
empl oyee’s | ast paychectheirallowdheeuer e mp | o
their current contractafter successful completion of their probationary
period. Employees will be responsible for laundering their uniforms.

5. StreetDepartment
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a. Some employees will be required to wear uniforms. Street Department full
time employees in manual labor positions will receive three (3) sweat shirts
and (5) orange tee shirts per year. Shirts will be replaced as needed.
Employees will tun in an oldshirt to receive a new shirt.

b. The Street Department will also provide a uniform allowapee their
current contractannually for pants, work boots, and a coat. Uniform shirts
are theproperty of the City of London.

C. When an employeterminates employment, he will be required to return all
shirts. Failure to do so will result in the employee being charged $25.00 per
shirt, which will be deducted from the employees' last paychdéd&w
employees will receive thallowance per their current contractafter
successful completion of their probationary period. Employees will be
responsible for laundering their uniforms.

B. PROCEDURE

1. The clothing items become personal property of the employee. Equipment and
other items purchaseuth the uniform allowance funds remain the property of the
City.

2. All items that are deemed to be safety related, and are mandatorily required to be

provided by the City shall not be included in the uniform allowance. These items
shall be provided teach and every employee, separate and apart from the uniform
allowance system.

3. All employees shall understand all clothing purchased through the uniform
allowance shall be used for work purposes and not for persondhubke.event
theclothes purchsed become used for personal use, they may be subject to added
income according to the IRS regulations.

4. All part-time employees shall participate in the uniform allowance in a percentage
of the uniform allowance baskon a normal work schedule. (g.4 30 hour a
week employee would receive 3/4 of the uniform allowance throughout the year).

ABSENCE WITHOUT APPROVED LEAVE SECTION 5.23 |

A. Any employee who fails to report to work as scheduled without having such absence
approved in advance by tBenployer (i.e., vacation, court leave, military leave, etc.) shall
be considered absent without approved leave.

B. Employees with an illness or injury qualifying for sick leave, who have sufficient accrued
sick leave to cover the period of absence, mayfyntteir supervisor or designee in
accordance with Section 5.01 herein and request approval of said absence after its
occurrence by submitting tHiRequest for Leave of Absence ForiHowever, employees
without sufficient sick leave to cover their absenagardless of the reason for their
absence, shall be considered absent without approved leave unless the employee has some
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other form of leave (i.e., vacation, compensatory time, family and medical leaveyegppro
in advance of such absence.

C. Any employe absent without approved leave shall be subject to disciplinary action
including possible removal from employment with the City.
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BUSINESS EXPENSE PAYMENT / REIMBURSEMENT SECTION 6.01

A. PURPOSE

To outline the Cityotondoi s policy and procedures for t
reimbursement of expenses incurred in the perdoaa of official city business.

B. POLICY

1. Application of Policy The following policy applies to atlepartments of the city,
all divisions of each department, and all employees of the department and division.
This policy also applies to electeftficials and their employees.

2. Authority and Definitions

a. Incurring business related expenses on belidtie City ofLondonrequires
the prior, written appr ov aAppoiathg t he e
Authority or President of CitfCouncil for elected officials.

b. The City will reimburse employees for the necessary and reasonable
expenses (as de&d herein) incurred to attend authorized meetings
conferences, and conventions.

C. Travel which involves the use of a city vehicle and does not involve any
expense requires the prior, written ¢
andAppointing Autlority or President of City Council for elected officials

d. Travel which involves business related expenses to be paid by the city
requires the prior, written approval of the division head Apgointing
Authority or President of Council for elected affils.

e. If an employee travels and incurs expenses without the required approvals,
the determination of whether or not to reimburse the employee is at the
discretion of theAppointing Authority and may be deed.

3. Business Expenses Transportation

a. Generally The City ofLondonwill pay the cost of city business travel, and
certain expenses related to such travel. These costs may be paid by travel
expense advance to the employee (partial payment as addressed in
paragraph 7 B below), paid ditgcto a vendor by thé&uditor or paid as a
reimbursement to the employee, as provided herein.

b. Transportatior— Common Carrier Transportation by air, rail, or bus must
be approved in advance by the division head, department head, and
Appointing Authaity and ke at the lowest available rate.
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C. Transportation— City Vehicle

Q) City employees must possess a vali
a city vehicle or personal vehicle on city business. When traveling
by automobile on citypusiness, employees are to use a city vehicle.
If no vehicle is available, the division head should contact the
department head to secure a vehicle. Only if no city vehicle is
provided by the city is the use of a perdar&hicle permitted.

(2) Employes approved to use city vehicles for city business related
travel shall operate such vehicle in full compliance with PPM
Section 6.02, Usof Vehicles on City Business.

3) Costs resulting from parking artdaffic violations or accidents
while operating @ity vehide are not reimbursable, if tegnployee
is at fault.

d. Transportation— Personal Vehicte

(1) If transportation in a personal vehicle for city business is authorized
per Section 3 (c) above, the employee must carry liability insurance
in theminimum amounts and provide proof of samnsepeovided in
PPM Section 6.02.

(2) Expenses for the use of a personal vehicle shall be reimbursed at the
current IRS reimbursement rate for all imess related miles
traveled.

Reimbursement will be paid onfynce and only to the approved operator
when two (2) or more employees are travgliogether in the same vebhicle.

e. Transportation— Rental Vehicles

(1) Use of a rental vehicle while on city business must be approved in
advance by the department heaw &ppointing Authority and
must be at the lowest available rate for the most economical vehicle
available based on the number of occupants lamthtended use of
the vehicle.

(2) Rental of a vehicle may only be approved if no other transportation
Is awailable at a lesser cost.

3) Costs resulting from parking and traffic violations or accidents
while operating a rental vehicle on city business are not
reimbursal®, if the employee is at fault.

(4) Rental vehicle insurance coverageprior to travel, emloyee must
get proof of insurance and coverage requirements from theyCi s
current insurance carrier.
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4. Business Expenses Lodging

a. Generally The City of Londonwill pay the costs of lodging while an
employee is away from home on city busineBsese costs may be paid by
travel expense advance to the employee (partial payment as addressed in
paragraph 7 B below), paid directly to a vendor byAhditor, or paid as a
reimbursement to themployee, as provided herein.

b. Lodging Expenses

(1) Authorized expenses as provided herein will not be paid for events
within 50 milesof Londoni n a geodesi c (aka “ as
liner egardl ess of the event’'s start
miles and 150 miles dfondonin a geodesic linevhich begin at or
before 9:00 a.m., lodging expenses will be paid if the event lasts for
more than one (1) calendar day, and then only beginning the night
before the second day of the event. For events beyond 15Dbmile
Londonin a geodesic linewhich begis at or before 9:00 a.m.,
lodging expenses may be paid for the night previous to a day of the
event. Lodging may be approved for the night after the last day of
an event at the discretion of the department headAppdinting
Authority based on the ending time of the event and/or the distance
to be traveled. The starting time of the conference or meeting must
be documented and such documentation must be attached to the
Travel Expense Report.

(2) A single room rate is thaandard for payment. Employees should
choose a moderately priced facility convenient to the location of the
city business. Mo st hotel s/ mot el
rate. Employees must ask for this rate and may only be reimbursed
at this rateif such rate was available.

(3) The City ofLondonis exempt from paying sales tax in Ohio for
lodging, if payment is made directly to the vendor. If time permits,
arrangements for direpayment should be considered.

(4) If two (2) or more city employes are approved to share a room,
double or triple bed room rates may be approved. In such case,
reimbursement will be made to only one (1) employee. The names
of the other employees sharing the room must be ghedvi

(5) Only reasonable, businessated expenses associated with lodging
will be paid by the city. Examples include, but are not limited to,
one (1) “safe arrival call” from
phone calls, fax or copying costs, etc. Examplégpersonal
expenses which will not be paid include, but are not limited to,
personal phone calls, laundry/drieaning service, lnoom movies,
etc. Any busineseelated expense must be itemized in the hotel bill
or beseparately invoiced to be paid.
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5.

Business Expenses Meals

a.

Generally The City of London will pay the costs of meals eaten by
employees while away from home on city business as provided herein.
These costs are paid by travel expense advance, directly to the vendor, or as
a reimbursment to the employee, asovided herein.

Meals are reimbwed at rates as shown below.

The following table contains payment amounts based upotintes of
departure and return.

DEPART BEFORE
RETURN AFTER 6:00 a.m. 11:00 a.m. 5:00 p.m.
9:00 a.m. $10.00 N/A N/A
1:00 p.m. $15.00 $15.00 N/A
7:00 p.m. $26.00 $26.00 $26.00

Receipts are required to receive payment or reimbursement hereunder. Tips
are an appropriate use of the meal payment amounts up to 18% of the cost.
Alcoholic beverages are not includable, and the cost of same shall not be
paid or reimbursed hereunder.

When any seminar, meeting, etc., paid by the city includes a meal,
employees will not receive payment hereunder or be rasebufor an
alternate mal.

Meal costs incurred locally in the normal process of conducting business
(i.e., meeting with officials, consultant, etc.), and which are not part of
training or a seminar, are not rei mb
within 50 milesof Londoni n a geodesic (aka “as th

Business Expenses Miscellaneous

a.

City business related expenses, in addition to travel, lodging, meal, and
training expenses, may be reimbursed. Examples of such reimbursable
expenses argarking, bridge, turnpike or bus fares, reasonable tips,
stenographer fees, fax or copying charges, telephone charges for business
related calls, rental charges for equipment and facilities, etc. To be
reimbursed, such items must be approved in advanemized, and
suppored with receipts/documentation.

Examples of expenditures not reimbursable are any expense not deemed by
the Appointing Authorityto be city business related, and any expense which
requires a receipt, andrfhich no receipt is progted.

Entertainment Expenditures for entertainment at night clubs, golf courses,
ball games, etc. are payable only if the expenses are directly associated with
the active conduct of city business. Such expenses may be incurred only
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with the advancapproval of théAppointing Authority and afte review by
the Finance Office.

d. Spouses may be permitted to accompany employees traveling on city
business, with the approval of tA@pointing Authority In such case, all
expenses incurred as aresdltoh e s pouses’ presence a
responsibility.

7. Business Expenses Payment Methods

a. Direct Payment byAuditor: Substantial invoices for the costs of air travel,
hotel, conference rooms, etc., may be paid directly to the vendor byythe ci
on approval by th&ppointing Authority All requests (vouchers) for direct
payments must be submitted to #heditor at least five (5) working days
before he date the payment is desired.

b. Business Expense Cash AdvandheAuditor may advance gitfunds to
employees to pay the cost of city business related expenses. Cash advance
requested cannot exceed 75% of the total meals + transportation out of
pocket estimates. Cash advances will be issued no more than two (2)
business days prior to eventUnused portions of cash advances must be
returned to Finance with receipts. All requests (vouchers) for advances
must be submitted to theuditor at least five (5) working days beforeet
date the advance is desired.

C. ReimbursementThe third methodf paying city business related expenses
is reimbursement to employees who have used their own funds to pay such
expenses and wheequest reimbursement pursuanot the procedures
contained herein.

8. Disabled Employees When consi der guesjforgobrglatee mp| oy
travel, the Employer will consider the special needs of an employee with a
per manent disability that substantially
hear, etc. The Employer will not deny joilated travel opportunitiee employees
with a disability due to such disability.

C. PROCEDURE

1. Any employee desiring to attend a meeting, conference, convention, or otherwise
incurring expenses on official city business shall make advance written application
by use of a purchase ordeith program information and submit the same to their
department head and tAppointing Authorityfor approval.

2. After returning from any meeting, conference, convention, or other official city
function wherein reimbursablexpenses have been incurred, an employee shall
submit a Travel Expense Report along with a copy of the previously approved
purchase order and all original receipts and other documentation to the department
head orAppointing Authorityfor forwarding to the=inance Office for approval.

The report shall be reviewed by the Finance Office and either approved for
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reimbursement or returned to the employee for adjustment or further
documentation. Once the report has been approved by the Finance Office, the
Finarce Office will process the report for payment.

D. FREQUENT FLIER MILES/CREDIT CARD POINTS

1. In accordance with the State of Ohio Ethics Commission rulings, employees may
accrue frequent flyer miles from City travel.

2. These incentives must be redeenm@ddity business travel only.

3. It is the employee’s responsibility to

4, Accumulation of travel incentives must be consistent with all policy requirements.
USE OF EMPLOYER-OWNED VEHICLES OR PERSONAL SECTION 6.02

VEHICLE ON EMPLOYER BUSINESS

A. POLICY

The City of London maintains a fleet of vehicles to meet City work requirements for the

benefit of operations. The City issues some vehicles in a take home status for persons

requiring this convenience. This policy details the usage, care, and accident notification
process for all City of London vehicles and sets gemgridelines for all drivers.

1. Employers— Generally

a. Vehicles purchased or leased by the Employer shall be stdbjegiulation
by the Employer.

b. All vehicles owned or leased by the Employer shall be plainly marked as
the property of the City, @ept law enforcement undercover vehicles.

C. Vehicles may be provided for those officials, department heads and
employees who require transportation in the course of their duties.
Employerowned vehicles are not to be used for employee travel to and
from work unless authared by the Employer in wing.

The department head may also assign a City vehicle to employees attending
training, seminars, conferences similar programs appved in advance
by the Employer.

d. Employerowned vehicles shall be used by employees wheneveibfgoss
onapproved City business.

2. Assignment of City Vehicles

a. Permanent vehicle assignments or assignment of a vehicle to attend a
conference, meeting, etc. will be made based on written request which
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provides documented justification. Approval will be based
transportation needs, emergency requirements,oaélavailability, after
h o u méesngs, cost effectivenessr as othenige determined by the
Employer.

b. Permanent vehicle assignments shall be reviewed annually by the Employer
during the budget ggopriations process. All permanent vehicle
assignments shall be reported to theditor for income tax purposes.

E mp | o wyssignedsvehicles shall comply with tAeditor s Of f i ce i
meeting the IRS rules. All employees who have permanently assigned
vehicles shall keep a daily record of any personal use of the vehicle. This

shall include, but not be limited to, commuting to and from work. All costs
associated with personal use must be
W-2 statement. The records dte$o include maintenance, insurance, fuel,

etc. Failure to maintain and provide such information may result in loss of

use of the vehicle.

C. Daily vehicle assignment will be at the discretion of the department head
based on the operational neaaf therespective department.

3. Qualifications for Using Employer Vehicles or Personal Vehicles on Employer
Business

a. All operators of Employer owned or leased vehicles or employees using
their own vehicles for Employer businesslkba at least 18 years afje.

b. Al drivers must have a current, val
type of vehicle to be operated. A copy of the license must be placed in the
driver’ s file.

In those classifications which require a certain motor vehicle license, newly
hired employees must generally possess such license as a condition of
employment, and all current employees must maintain said license for the
duration of their employment in shclassification. Loss of license and
driving privileges by such employees may result in terminatdn
employment for incompetency.

C. Employees operating a vehicle on behalf of the Employer are expected to
operate the vehicle in aresponsible mannar. A ndi vi dual " s dri
as maintained by the State of Ohio Bureau of Motor Vehicles (BMV), or
record from any other state or country in which the driver or applicant has
resided or operated a motor vehicle during the previous 36 months, or any
otherl e g al source, wil/l be used as an i
to responsibly operate a vehicle. The Employer will review the BMV
driving record of each City employee who operates a vehiclesbalibof
the Employer annually.

d. The following isa listing of motor vehicle related occurrences (violations,
convictions and accidents), the appearance of which on the driving record
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of a City employee during the previous 36 month period will normally result
i n the suspensi avng mivilegeskoetheecCitypl oy ee’ s

A convicton for:

1 Driving while under the influence of alcohol or drugs;

1 Vehicular homicide or manslaughter;

1 Leaving the scene of an accident;

1 Attempting to elude or flee a police officer after a traffic violation;

i Dragracing;or

i Other intentional and dangerous or reckless use of a motor vehicle.
e. The following is a listing of motor vehicle related occurrences (violations,

convictions and accidents), the appearance of which on the driving record
of a City employee dumg a 36 month period may result in the suspension
of t he ednving miwleges fosthe City;

@) Two (2) or more “at fault” accide
violations may be taken into consideration by the Employer.

(2)  Two (2) or more movig violations, the nature and severity of the
violations may be taken into consideration by the Employer.

3) One (1) *“at fault” accident and o]
severity of which may be taken into consideration by the Employer.

In a case where the Employer or the State of Ohio has suspended the
employee’s driving privileges, or th
t he Empl oyer ' s policy, and driving
empl oyee’ s position, t kedscipimplhaioner ma
up to and including temination of employment by the City.

The Employer may also require employees to participate in remedial or
defensive driving courses when employeeglence poor driving records.

f. An applicant may be denied efapment on the basis of an unsatisfactory
driving record. At the discretion of the Employer, denial may be made
without regard to the number of points or violations or whether they
occurred within the State of Ohio. The Employer will review the BMV
driving record of any applicant who, if employed, will be operating a
vehicle on behalf of the Employer, prioriaaking an offer of employment.

g. Drivers shall report to their department head any moving violations or
accidents which occur while they are oroffrduty. Onduty accidents or
moving violations shall be immediately reported to the department head.
Off-duty accidents or moving violations shall be reported as soon as
possible, not to exceed within five (59lendar days of the occurrence.
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h. Employees who use their personal vehicle for official Employer business
will be reimbursed on a mileage basis at the authorized rate. Insurance
coverage for personal vehicles used on Employer business shall be the
responsibiliy of the owner of the vehicle.

4. Use of Vehicles

a. Employerowned or leased vehicles shall not be used for any purpose other
than officialcity business.

b. Employees must continuously recognize that use of an Empboyeed
vehicle is a privilege and that they are constantly visikleam official
representative of the city. Employees should show every courtesy while
operating a city vehicle or their personal vehicle on city business in order to
enhancehte good reputation of the city.

C. Employees shall exercise caution and respdiigiand adhere to all safety
regulations when operating Employ@wvned vehicles. Operators and
passengers shall wear safety belts at all times while driving or riding in an
Employerowned vehicle or their personal vehicle on Employer business.
Negligen, reckless, or improper operation of vehicles while on Employer
business is grounds for disciplinary action.

d. Except as otherwise provided herein, passengers not on official Employer
business and hitchhikers are not permitted in Employared vehicles A
family member or friend may be permitted as a passenger, but never as a
driver, in Employerowned automobiles on authorized trips to meetings,
conferences, and conventions only if ag@ain advance by the Employer.

e. Employees who must operate #@ycvehicle as part of their job or their
personal vehicle on city business, either on a regular or occasional basis, are
required to report any suspension or
the department head immediately.

f. Use of alcoholic bevages or controlled substances immediately prior to or
during operation of a City vehicle is prohibited. Alcoholic beverages or
controlled substances shall not be transported in a City vehicle except as
required i n t he per f odutes feqye lawo f t he
enforcement).Any employee convicted of operating a City vehicle while
under the influence of alcohol or drugs will sebject to immediate
dismissal.

g. Turn signals and warning signals shall be utilized by all vehicle operators.
Vehicle headlights shall be used during periods of limited visibility or any
time the vehia windshield wipers are in use.

h. Employees are responsible for ensuring any City vehicle which they are
permitted to take home is properly maintained, kept locked parkedn
a safe and secure location.
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I. Employees shall ensure any City vehicle which they use is cleaned, fully
fueled and readied for seize upon completion of its use.

J- The operator of a vehicle shall be responsible for seeing that anyeservic
safety or maintenance items are corrected on the vehicleported to the
proper authority.

k. Use of Tobacco and-Eigarettesn city vehicles is prohibited. Violation
may be gounds for disciplinary action.

5. Accidents/Traffic Citations Involvin€ity Vehicles or Personal Vehicles While on
Employer Business

a. Accident reports shall be completed and submitted to the Employer within
24 hours of an accident ( Dand/or e r
Injury/Accident Report).

S

b. Parking, moving violations, and other fines received while operating a City
vehicle or a pesonally owned vehicle while on City business are the
responsibility of the operator.

C. Operators involved in accidents while operating a City vehicle in a non
approved manner, will be subject to appropriate disciplinary action and may
be liable forthe @st to repair the vehicle.

B. PROCEDURE

1. Mileage Reimbursement RequestEmployees should use an Emplogarned
vehicle whenever possible to conduct Employer business. However, any employee
who uses a privately owned automobile on approved City busiskeall be
reimbursed at the current reimbursement rate established by the Employer. The
employee must obtain approval from the department head prior to incurring the
expense. To receive reimbursement, the employee must submit the odometer
readings of th vehicle showing starting and ending mileage. When air flight is less
expensive than paying mileage, the cost of air flight may be approvtdk at
discretion of the Employer.

2. Reporting Accidents Employees shall immediately report all accidents wvingl
Employerowned vehicles or personally owned vehicles being used for Employer
busi ness. A Driver’s Report/ Accident R
submitted by the employee to the department hektte department head shall
review and submii t he Dr i ver s ApgR@ngong AdthoriigoThen t o t
driver will also report the accident to the appropriate law enforcement agency,
obtain a copy of t hat agency’s acciden
Appointing Authority If the driveris in a safetysensitive position, is a CDL
holder, or if there is reasonable suspicion that the driver is under the influence of
alcohol or drugs, the driver may be required to take a drug or alcohol test in
accordance with the Bldesl oyer’ s policy f
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SECONDARY EMPLOYMENT SECTION 6.03|
A. POLICY
1. Time Conflicts Full-time employment by the City dfondonshall be considered
an employee’s primary occupation and t a
Ful-t i me empl oyees shall not have other
conflict.?” A time conflict f onghpuisr poses
of a secondary job directly conflict wi

or mandatory overtime obligations, if any, or when the demands of a secondary job
prohibit adequate rest or otherwise afedd e e mpl oyee’ s j ob perf

2. Interes Conflicts No employee, regardless of employment status, shall have other
empl oyment which presents an “interest
conflict exists when an employee engages in any secondary employment which
tends or may appeaot compr omi se the emploojpee’ s |
performance or conflict with the policies, objectivesd operations of the
Employer.

3. Police DepartmentAn interest conflict also exists for police department personnel
if they engage in any emplment or business involving the sale or distribution of
alcoholic beverages, work for bail bond agencies, perform investigative work for
insurance agencies or private security seryioceperform cdection services for
attorneys.

4. Uniforms and Equipmén No employee shall use Employ&awvned uniforms or
equipment in performing secondary jdbties unless approved by the department
head for special duty assignments.

B. PROCEDURE

1. Employees shall notify their department head in writing of any secondary
employment (preferably prior to accepting such employment). The department
head will thereafter notify theAppointing Authority of such secondary
employment.

2. If the Appointing Authorityf eel s an empl oyee’s secondar
conflict, the Appointing Authoritymay demand that the employee terminate the
secondary employment relationship. Failure to follow such demstzaitibe cause
for discipline.

3. Police officers shall notify the Police Chief in writing and receive permission from
the Chief prior to accepting secondary employment.
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TOOLS, SUPPLIES, AND EQUIPMENT SECTION 6.04|
A. POLICY
1. Tools, supplies, and equipment which are needed to perform jads dinall be

properly used and maintained. An employee shall be held strictly responsible and
accountable for equipment personally issued to the employee, in addition to any
generally issued departmental equipment, tools, or supphieh are used by ¢
employee.

Misuse, neglect, theft, and/or abuse of tools, supplies, or equipment is prohibited
and shall subject an employee to appropriate disciplinary action. Accidents
involving misuse or abuse of tools may alsachase for disciplinary action.

Employees may be required to pay for tools, equipment, and supplies lost or
damaged, at the distion of their department head.

Use of all tools, supplies, and equipment by an employee in the performance of the

empl oyee’ s dut i erappiowl okthe bdgpatmeénthead. t he pr i

BULLETIN BOARDS SECTION 6.05|

A. POLICY

1.

Bulletin boards are a means for the Employer and the bargaining unit(s) to provide
information to employees. The following information may be posted by engdoye

on Employer bulletin boards:

a. employee ecreational and social affairs;

b. notices of employee meetings;

C. non-political publications.

No information may be posted on Employsvnedbulletin boards which contains:

a. personal, scandalous, derogatory attacks upon any employee, public
official, governmentahgency, organizatiqmr group;

b. unfavorable attacks or comments regardicgradidate for public office; or

C. any material promoting or advocating any particular religion in the
workplace.

PERSONAL INFORMATION RECORDS SECTION 6.06|

A. POLICY
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B.

1.

The Employer maintains and is responsible for personal information maintained
concerning employees (Personnel Fil e
information about an emplogeas defined in O.R.C. 1347.04(E), ana@ynmclude

such information as:

a. personal data;

b. employment application documents;

C. references;

d. medical reports;

e. documentation pertainington e mpl oyee’ s change of
f. performancesvaluations;

g. communications or disciplinary actions;

h. paid and unpaid leave records.

The Employer shall only use the personal information in the personal information
system in a manner consistent with the system and in accordance with O.R.C.
Sectin 1347.0letseq, O.R.C. Section 149.48 seq, or as otherwise required by
Ohio law.

PROCEDURE

1.

Each employee shall be allowed to review the contents of the file(s) pertaining to
them; maintained by the City at any reasonable tiEraployees may also request
that the Appointing Authority conduct an investigation to determine if the
information in their file is accurate, relevant, timelgnd complete. This
investigation must occur within 90 days of written request by the empldiée.
information determined by the Employer to be inaccurate as a result of such
investigation shall be noted as such
placed in a separate inactive file. If the Employer determines the record to be
correct, the emplyee may append a brief statement to the file. Personnel files are
public records and subject to provisionghe Ohio Public Records Law.

Individuals requesting to obtain or review information about themselves must
provide proof of identification.

The Employer will not initiate or contribute to any disciplinary action against an
employee who brings to the attention of appropriate authorities, the media or any
member of the public, evidence of unauthorized use of information contaired in t
persmal information system.

The Employer shall monitor the accuracy, relevance, timeliness and completeness
of its personal information systems, take reasonable precautions to protect personal
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information in the system from unauthorized and unlawful maaibo,
destruction, use or disclosure, and shall collect, maintain and use only that personal
information necessary and relevant to t

REPORTING CHANGES IN PERSONAL INFORMATION SECTION 6.07|
A. POLICY
1. Failure to report changes personal information may prevent employees from
obtaining or maintaining valuable employee benefits or services. It is each
empl oyee’s responsibility to report any
(3) calendar days of the occurrence of thange. Notification shall be made in
writingtotheenp | oyee’ s I mmedi ate supervisor.
2. For the purposes of this section, a change in personal information shall include the
following:
a. Name change;

b. Address change;

C. Phone number change,;
d. Marital status change;
e. Changes which may affect employee benefits (i.e., insurance and pension(s)

such as changes dependents or beneficiaries);
f. Number of exemptions fdax purposes;
g. Citizenship;
h. Seletive service classification; or
i. Assodation with a governmemtilitary service organization.
B. PROCEDURE

1. Employees shall report changes in personal information in writing to their
immediate supervisor withithree (3) days of such change.

2. Supervisory staff will make certain that notification of any change is immediately
forwarded to the department hed@gfpointing Authority s o f f Auditer, s an d
office.

PUBLIC RECORDS 1 TINSPECTION, RELEASE, AND RETENTION SECTION 6.08|

The Cityof Londonhas adopted a Records Retention Schedule. The Retention schedule is included
as Appendix A with this PPM.
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COMPUTER / INTERNET / ELECTRONIC MAIL POLICY SECTION 6.09|

The use of computer technology and assignment ofraailénternet account tbugh the City of
Londonis a benefit to the employee and should be treated as such. The following constitute proper
use of these privilege€omputer, Internet, and electronic mail usage may be monitored by system
or other personnel at any time. The w$eny electronic technology resources of the City of
Londonimplies acceptance of all current operational policies.

A. General Standards of Conduct for Internet:Use
1. Any use of City computers or dime computer services to facilitatiegal activity
is prohibited.
2. Use of the City’s electronic services t

prohibited, unless such use is authorizedaas of a police invegation.

3. Use of the City’'s electroni @rofédpumposesces f ¢
is prohibited. This includes buying, selling and bartering, including, but not limited
to, the use of credit cards. Employees must use discretion whegusit he Ci t y'
electronic services for personal use. When proper discretion is not used,
disciplinary action will be taken. Employees are cautioned that network
communications will be tracked. Employees are encouraged to usmnabie
judgment with sucluse.

4, Disruption of electronic services, supporting equipment, or information available
on it is prohibited, including, but not limited to, tampering with hardware or
software, vandalizing or destroying data, introducing or using computer viruses,
attenpting to gain access to restricted information or networks, violating copyright
laws, or installing norCity-owned software of any kind.

5. The use of electronic services to harass atisers or to transmit materidikely
to be offensiver objectional® is prohibited.

6. Users of electronic services are to protect themselves and others by not issuing or
releasing confidential information, addresses, passwords or telephone numbers,
remembering that eline conputer services are not private.

7. Employeesshall not use a code or password, access a file or retrieve any stored
information unless authorized to do so. Employees should not attempt to gain
access to another empl oyee’s messages
computer pass codes or passwwordused on the City’s equip
to supervisors. No pass code or password may be used that is unknown to the
department head. Any employee who violates this policy or uses electronic services
for improper purposes shall be subject to gisee, up to and including discharge.
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1 Any message sent or received via a CityLoihdon e-mail system may be
monitored by the Appointing Authority at any time, with or without prior
notification. If the Appointing Authority discovers any misconduct or criminal
activity, the information contained in suchmail messages may be used to
documet such conduct and may be revealed to the appropriate authorities. All e
mai | usage shall comply with the Appoin
federal laws including those barring discrimination because of age, race, sex,
religion, disability,sexual orientation, etc. Employees will not have access to e
mail after termination.

2. E-mail relevant to the course of business at the Cityooidonshould be printed
and filed in the same maenas written correspondence.

3. E-mail relevant to a spda client should be pnted and filed, if appropriate.

4, E-mail accounts are to be used only by the authorized owner of the account or
another person withtrewner ' s speci fic authorizatior

5. Subscriptions to unrelated services or news groups is losteml as they create
unnecessagrtraffic on the email system.

6. It is permissible to transmit documents vianail as attachments. However,
transmitting copyrighted material including software, research data and
manuscripts without the consent of th@waght holder is strictly prohibited.

7. Caution should be exercised before opening any attachment to any inceming e
mail. If the email is of unknown origin, or is not businesdated, the attachment
should not be opened.

8. The use of personalmail is not forbidden, but should be used with common sense
and restraint as is thelephone for personal business.

0. The downloading of files/programs for personal use from the Internet without
advance permission is prohibited. Permission is obtafreed the department
head, Appointing Authorityor designee.

C. Standards of Conduct forfail on a City ofl.ondonElectronic System

1 Do not overuse-eail by sending courtesy copies of messages to people who do
not need them. Similarly, it is noegerally necessary to reply to amail just to
inform the sader that you have received it.

2. Be careful when forwarding-mail messages. Use common sense: if you would
not forward a copy of a paper memo with the same infoomado not forward the
e-mail.

3. Global transmission of-mail is prohibited without the advance written pernussi

of the Appointing Authority.
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4, Be careful what you write. -Bail is not the same as conversation. It is a written
record, can be duplicated at will, andyveors t i t ut e a “public r
5. Use normal capitalization and punctuation. Typing a messagh caps is bad

“nNetiquette.”

6. When replying to emnail, it is often useful to include a portion of the original
senders message to put your reply into contelt.is appropriate to delete
unimportant portions of the original message in order to prevemélssage from
getting too long.

7. If a user discovers defamatory, disparagiog otherwise damaging statements
about the City oLondonon the Internet, theser should inform the appropriate
department heaid follow-up on that discovery.

D. Use of the World Wide WebThe Internet is a powerful and useful tool for research and
other functions. Employees are encouraged to develop computer and Interndo skills
improve their job knowledge and to promote the interests of the Citikontlon
Employees should treat the Internet as a formal communications tool similar to the
telephone, radio, video and written communications. All employees are responsible for
their actions and communications using computers and the Internet.

USE OF TELEPHONES / CELL PHONE POLICY SECTION 6.10

(INCLUDES PAGERS AND LAPTOPS)

A.

C.

Scope This policy applies to all employees under the appointing authority of the board or
city who possesses and uses a cellular telephone, or laptop computer purchased and/or
provided by the City.

Purpose This policy defines the conditions for which the city will provide a cellular
telephonepager or laptop computer to an employee as well agxipectations for proper

use of such cityssued equipment, This policy shall apply to all cellular telephones,
combination radio/cellular telephones, related necessary accessories when provided by the
city, and allapplicable service agreements.

Policy. The city recgnizes that cellular telephonesd/or laptop computers have become

a valuable tool for city officials and employees to enhance their productivity while working
on behalf of City. This communications tool can provide an effective arieetfimeans

to coordinate work activities, provide and/or receive needed information, deliver public
services with minimal delay and assure personal and public safety; therefore, the cellular
telephones, and/or laptop computers may be provided for usediregafficial city
business to those officials and/or employees whose jobs require the ability to have constant
contact, in accordance with this policy. The city expects all officials and/or employees to
have appropriate and reasonable use of alaiyed telephones, and/or laptop computers.

Personal phone calls on the City’s | andl/
personal phone calls in the event of an emergency with advanced permission from the
empl oyee’ s supervisor.
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D. Procedure It is the responsibility of each appointing authority to determine who, in their
respective offices, shall be assigned a-oityned cellular telephone, and/or laptop
computer for official use. No official and/or employee shall be automatically eligible to
receive a cityowned cellular telephone, and/or laptop computer based solely upon position,
title, or classification. In order to be eligible for a eityned cellular telephone, and/or
laptop computer, the official and/or employee must meet atdeasl) of the following:

1. Public Safety The city official and/or employee requires immediate and direct
communication with local emergency responders in order to gdoithe safety
of the public.

2. Accessibility The city official and/or employeeyhile working outside of the
office, must initiate immediate and direct communication with their office and/or
other public or private entities or persons to access information in order to conduct
official city business in a timely fashion where there idikelihood that
conventional telephonesill not be readily accessible.

3. Responsivenesdt is routinely necessary for other city officials and/or employees
or members of the general public to reach this individual immediately and directly
to discuss fficial city business Wen they are out of the office.

E. Acquisition and Return of City Cellular Telephone®nce a cellular telephone has been
provided, the recipient shall acknowledge in writing that they have received the equipment
and a copy bthis policy.

If a city cellular telephone is damaged, lost, or stolen, it must be reported by the employee
to their immediate supervisor as soon as possible; the immedpsevisor shall notify the
appointing authority, who will make the necessary amamgnts for termination of service
and/or arrange a replacement.

When an employee no longer needs a cellular telephone or terminates employment or
otherwise loses the authorization to possess or use a city cellular telephone the employee
shall return all diy-provided cellular telephone equipmemtd/or accessories immediately.

F. City employeeshall not use city owned cellular phones for personal business, shall not
download any apps unless approved by the appointing authority or board, and shall not turn
off any GPSapplications during work hours.

G. Personal call s shall not affect the empl o)
mi ni mum. Excessive personal use of <cell |
hours is prohibited and will be cauder disciplinary action as determined by the
Appointing Authority or designee

H. Officials and/or employees are advised that all communications including, but not limited

to, voice mails, text messaggmgesand/or email communications, are not confidential
and are subject to review for the purpose of enforcing the policies stag®al he

Employees will not be permitted to add a second line to eowityed cell phone account
for the employee’s personal use.
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J Employees who bring personal cell phones to work shall not attempt to use their cell phone
while operating city vehicles drshall normally turn off their cell phones during regular
working hours. Employees shall not waste work time talking or texting to family, friends,
or canducting other nomwork-related business during regular working hou@enducting
nontwork related hisiness is considered a waste of tilaBeployees may use their personal
cell phones while on authorized work breaks in designated break areas; provided this does
not interfere with operations nor extend t
empbyee has an emergency situation requiring him/her to remain in contact with the
hospital, doctor, or a family member, the employee may request in advance that the
department/division head temporarily suspend the above restrictions.

SOCIAL MEDIA POLICY SECTION 6.11|
A. Purpose The purpose behind this policy is to make an employee aware of his or her

privacy rights and prohibited conduct with
on the city. Moreover, this policy is intended to ensffieient use of employee time and

to minimize any distraction from an empl o}
all ow the city to ensure that the city’s r
and consistent.

B. Scope All employees will be subject to and held accountable for any conduct outlined in
this Social Media Policy. This policy works in conjunction with other related personnel
policies and procedures.

C. Consent An empl oyee’ s use of stoleihg niosterddn ol o g )
by the city.
D. Social Media refers to the use of websites saglbut not limited to FacebogkikTok,

Instagram Twitter, LinkedIn. For purposes of this policy, Blogs and other internet forums
of communication willalsobe covered. Néing in this policy is meant to prohibit access
of a workrelated website.

E. Policy.

1. On Duty Conduct While at work, an employee may only access social networking
websites, blogs and/or other internet forums of communication during their non
compensadd lunch or breaks. This includes access from a personal cellular device
(e.g., Blackberry device, Smartphone, i
work. Employees found to have violated this policy may be subject to discipline
up to and includingermination.

2. Off Duty Conduct An employee enjoys no expectation of privacy to information
posted into cyberspace even while off duty. This includes anything posted to a
social networking website, blog, or other similar internet forum of communication.

Al t hough information may be posted to a
be aware this information can still be accessed by the public and other sources in a
number of ways. Because of #slins,e”amwhemg

posting commnts, photos, opinions, or any other information related to his or her
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empl oyment . By no means is this policy
First Amendment rights. However, anything that reflects negatively on the city, or

their mission may besed as grounds for discipline up to and including termination.

It should be recognized that the city s
under R.C. 4117.

a. Posting one’s photograph while wear.
attire, which could be misidentified as the official uniforraipd being
engaged in situations which reflect negatively on the; City

b. Posting pictures, videos, or comments that are insubordinate with respect
to the employee’s employment ;

C. Posting pictures, videos, oomments that constitute or could be construed
as unlawful behavior;

d. Knowingly or recklessly posting false information about the city,
supervisors, coworkers, public officials, or those who have a relationship
with the city. This also includes disparagernef a fictitious character or
computergenerated likeness that resembles the above.

e. Posting, transmitting, or disseminating any pictures or videos of official
training, activities, or workelated assignments without the express
permission of a superviseo

f. Posting pictures, videos, or comments that are sexual, violent, offensive,
harassing, or pornographic in nature along with any reference to the city or
individual s empl oyment .

F. Employees shall not imply they are speaking on behalf of the city andistialie a
di scl ai mer when speaking on <certain matt e
employment.

G. Confidential Information An employee shall not disclose any waoekated confidential
or proprietary information on any social networking website, Jbogther internet forum
of communication. This can include information that may eventually be obtained through
a valid public record’s request.

H. Employees found to have violated any part of this policy may be subject to discipline up to
and including tamination.

l. Any deviation from the above policy shall be approved by the city.

J. Any questions regarding the policy should be directed to his or her immediate supervisor.

CREDIT CARD USE SECTION 6.12|
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A. PURPOSE

The purpose of this policy is &stablish the procedure and protocol for the use of the City
business credit cards and othengor supplied lines of credit.

B. ELIGIBILITY

The Appointing Authorityor designee shall identify those employees whosetatday
responsibilities require acceto a City credit card. In addition, tA@pointing Authority
or designeshall determine the appropriate credit limit for those individuals.

Before receiving a City credit card, authorized employees must complete acknowledge
receipt of this policy.

C. POLICY

Credit cards in this policy will be read to also include vendor supplied lines of credit, where
applicable.

The City credit card is issued solely for the purpose of conducting City business and is not
to be used for any personal expenses. Persodairaunauthorized usagetbe Citycredit

card may be immediate grounds for revocation of the credit card. In addition, the employee
may be subject to discipline for unauthorized usage of the credit card. Reimbursement to
the City for anyoutstanding unauthorized charges may be recovered through payroll
deduction. The use of a City credit card to purchase goods or services does not waive the
City purchasing procedures.

The City recognizes that the credit card provides convenience to exaploy acquiring

goods and services for the City. The City also recognizes the additional risk inherent with
credit card usage. Therefore, whenever a vendor will accept a City purchase order, a
purchase order should be used in lieu of the City credit car

For individual expenditures, the expense must fall withirgmeroved budgets, and an

approved expense appropriation request form must be submitted t&ppumnting

Authority or designeerior to incurring the expenseCardholders will support afCity
expenses by receipts. 't wi || be the card
any and all expenditures not supported with the appropriate rec8igtsed receipts must

be turned in tohte Appointing Authority within two (2business dg. If an employee is

out of town during the expenditure, signed receipts shbeldurned in within twq2)

business days of returning to work.

Cardholders shall only make purchases for their own designated department.

In the rare event an employee né&ges or loses a receiptietter must be submittegithin
two (2) business days. Thisttermu s t be signed by the empl o
and/or supervisor.

Employees must surrender all City credit cards upon their separation of employment from
the City or when requested by tAppointing Authority or designee
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In the event the card is lost or stolen, the cardholder must notifpib@nting Authority
or designees soon as reasonably possible. The employee is to assippbating
Authority or designeé identifying and resolving any charges made to tloeaat.

LACTATION ACCOMODATION SECTION 6.13|

A.

Expression of Milk The City will providea reasonable break time fdt employeeto

express breast milk fowursingpac hi | d f or one (1) year after
employee has the ne¢d express milk. Employers must provide a place, other than a
bathroom, that is shielded from view and free from intrusion of coworkers and the public

to be used by an employee to express the breast milk. The City of Lorntdods to

comply with this rguirement so long as it does not impose an undue hardship. Employees
requiring such time shall contact their department/division head.

Break time may be required to be flexéejpending on the situaticand also applies to
employees working remote.

Employees shall be allowed access to a nearby clean and safe water source and a sink for
washing hands and rinsimgit any breaspump equipment.

Employees shall have access to hygienic/refrigerated storage alternatives for the mother to
store her breasnilk.

IDENTITY THEFT PROTECTION SECTION 6.14|

A.

Purpose: The risk to the city, its employees, and customers from data loss and identity

theft is of significant concern to the city and can be reduced only through the combined

efforts of every employeend contractor. The city adopts this sensitive information policy

to help protect employees, customers, contractors, and the municipality from damages
related to the loss or misuse of sensitive information.

Scope This policy applies to employees, c@utors, consultants, temporary workers, and
other workers at the municipality, including all personnel affiliated with third parties.

Definition of Sensitive Information:Sensitive information includes the following items
whether storedhi electronic or printed format:

1. Credit card informationincluding any of the following:
1 Credit card number (in part or whole)
1 Credit card expiration date
1 Cardholder name

i Cardholder address

2. Tax identification numbers, including:
i Social security number
i Business identification number
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1 Employer identification numbers
3. Payroll information, including, among other information:

1 Paychecks
1 Pay stubs

4, Cafeteria plartheck requests and associated paperwork
5. Medical information for any employee or customer, including but not limited to:
i Doctor names and claims
1 Insurance claims
1 Prescriptions
1 Any related personal medical information

6. Other personal information belging to any customer, employee, or contractor,
examples of which include:

Date of birth

Address

Phone numbers

Maiden name

Names

Customer or account number

= =4 =4 -4 -8 -9

7. Municipal personnel are encouraged to use common sense judgment in securing
confidential information to the proper extent. Furthermore, this section should be
read in conjunction with the Ohio Publ.
records policy. If an employee is uncertain of the sensitivity of a particular piece
of information, he/she should contact their supervisor.

D. Hard Copy Distribution Each employee and contractor performing work for the
municipality will compy with the following policies:

1. File cabinets, desk drawers, overhead cabinets, and any othegestpace
containing documents with sensitive informatwitl be locked when not in use.

2. Storage rooms containing documents with sensitive information and record
retention areas will be locked at the end oheaorkday or when unsupervised.

3. Desks, vorkstations, work areas, printers, and fax machines, and common shared
work areas will be cleared of all documents containing seasitformation when
not in use.

4. Whiteboards, dnerase boards, writing tablets, etc. in common shared work areas

will be erased, removed, shredded when not in use.
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5. When documents containing sensitive information are discarded, they will be
immediately shredded. City records, however, may only be destroyed in
accordance withtheiCt y’ s records retention policy

E. Electronic Distribution Each employee and contractor performing work for the

municipality will compy with the following policies:

1. Internally, sensitive information may be transmitted using approved munieipal e
mail. All sensitive information must be @ypted when stocein an electronic
format.

2. Any sensitive information sent externally must be encrypted and password

protected and only to approved recipients. Additionally, a statement such as this
should be included in theraail:

AThis message may <contain confidenti al
intended for the person/entity to whom it was originally addressed. Any use by
others is strictly prohibited. o

F. Duty to Report Suspicious Fraudulent Activitll employees hee a duty to identify and
report any suspected fraudulent activity by another employee, customer, contractor, or
vendor. Once potentially fraudulent activisydetected, an employee shall:

1. Gather all related documentation and write a descriptioneo$itiation. Present
this information to the department/division headther designated authority.

2. The department/division head or other designated authority will determine whether
the attempted transaati was fraudulent or authentic.

3. If a transation is determined to be fraudulent one or more ofalewing actions
will be taken:

(@) the transaction will be canceled;
(b)  the appropriate law enfoement agency will be notified;

(c) t he ci tinectoswillb@aocentabted and the extentofchet y ' s | i abi
be assessk and

d the actual customer who’'s identify r
notified that a fraud has been attempted.

NO EMPLOYEE EXPECTATION OF PRIVACY SECTION 6.15|

A. Employees working for the City of London shoulave no expectation of privacy from the
employer or a representative of the employer in regards to anything maintained or stored
in any desks, lockers, vehicles, equipment, or other items owned, rented, leased or operated
by the city. Such furniture, vaties, equipment, etc. shall be subject to search by the
employer or a designee at any time for any reason.
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B. Employees should also have no expectation of privacy from the employer or a
representative of the employer in regards to any information staredrecoverable from
any computer, cell phone;plad, or other electronic device owned, rented, leased or
operated by the city or used by the employee in the conduct of his/her duties as a city
employee.
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ETHICS IN PUBLIC EMPLOYMENT AND SECTION 7.01
PUBLIC ACCOUNTABILITY

A. POLICY

1. All employees are expected to maintain the highest possible ethical and moral
standards and to perform within the laws of the State of Ohio and other rules and
regulations as may be set forth by the Employer. It is important to remember that
the compensation of all employees is paid through taxes and user fees. Therefore,
each employee assumes the responsibility to serve the public in an biaetive
and fiendly manner.

2. In recogniton of same, no employee shall:

a. Use their position for personal gain or engage in any transaction which is in
conflict with the proper dischargebfh e e mpl oyee’ s of fi ci

b. Use or disclose confidential or propaet information concerning the
property, government or affairs of the City without propegal
authorization.

C. Solicit or accept anything of value, whether in the form of service, loan,
item, or promise from any person, firm, or corporation which isrested
directly or indirectly in any manner whatsoever in business dealings with
the City.

d. Accept from any person, firm, or corporation doing business with the City,
any material or service for the privaise or benefit of the employee.

e. Engage in b accept private employment or render services for private
interests when such employment or service is incompatible with the proper
performance of the employee’s offici
independent judgment or action in {merformance obfficial duties.

f. While an employee, or for one (1) year thereafter, represent another person
before a public agency on any matter in which the employee pdysonal
participated as an employee.

g. Receive or agree to receive outside compensation focesmandered in a
matter before any office or department of the City unless excepted as
provided in O.R.C. Section 102.04.

h. Have a personal interest in a contract with the City or use their position or
authority to secure approval of a public contractviich the employee, a
member of the employee’s fnemstly or b
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B. PROCEDURE

1. Any employee in doubt as to the application of this Section or other ethics laws or
regulations may seek the advimiethe Ohio Ethics Commission.

2. Empl oyees shall be provided with a copy
102, at commencement of employment.

3. For purposes of public accountability, all employees, including overtime exempt
employees, are expected to work a regularly scheduledk week. Public
employees are expected to expend funds solely for authorized expenditures,
whether in the scope of employment or otherwise.

TARDINESS SECTION 7.02|
A. POLICY
1. Habitual tardiness is inexcusable and shall not be toleratadliness is defined as

any situation where an employee reports
starting time, and such tardiness is not excused. Employeearetardy shall not
be paid for the period of time the employee is tardy.

2. In addition, a tardy employee, including those tardy by less than seven (7) minutes,
shall be subject to progressive disciplinacgion as follows:

Event Discipline

Ltime tardy......ccoooveeeiiiiieecceee e oral instruction and cautioning

2 times tardy.........eeeieieiee e, oral warning (documented)

3times tardy........ccooeeveiiiiiiiiieee e first written reprimand

4 times tardy......ccceeeeeeiiiiiiiieeee e second written reprimand
S5timestardy.......cccoeviiiiiiiiiiieee e one (1) day suspension without pay
6 times tardy..........vvveeieiiieee e, three (3) dayuspension without pay
7times tardy........ooooeeiiiiiiieee e 15 day suspension without pay
Btimestardy......ccooeeeeeeeiiiiieieiceee, up to andncluding termination

B. PROCEDURE

1. Any documentation of warnings or reprimand shall cease to have any force or effect
in the employee's personnel file eighteen (18) months subsequent to the date or such
document providing there is no intervening difiogry action of the same or
similar nature during this eighteen (18) month period. Any documentation of
suspension or demotion will be a permanent record.

2. Oral reprimands will generally be given by the supervisor and a Record of Oral
Reprimand shallbgi ven to the employee with a coc¢
file. Written reprimands wi |l |l al so be

Record of Written Reprimand or Suspension shall be given to the employee with a
copy pl aced i n nnédlfde, amdnpopydoytre deépatmgntheas.o
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3. Only theAppointing Authorityhas the authority to reduce in classification or pay,
suspend or terminate an employee.

4, Suspensions of more than three (3) days, reductions in pay or classification and
terminations of classified employees require the approval and signature of the
Appointing Authority and must be filed with the Civil Service Commission in
accordance with the Commi ssion’s Rules

ABSENTEEISM AND NOTIFICATION OF ABSENCE SECTION 7.03|
A. POLICY
1. Each employee is expected to report to weskh workday and maintaingmod

attendance record. If you are unable to refwontork, call your supervisday phone
as soon as possibld_et your supervisor know the reason for y@lsence and
when you thinkyou will return to work.

2. Absenteeism increases the workload of other employees and affects the quality of
public services. An employee is absent for purposes of this sectiay ifaih to
report to work for an entire workday or leave work prior to the scheduled quitting
time, and such absence has not been excused (as defined below) or for which the
payment of sick leave as defined in this manual has been denied. In additon to n
being paid for the time abseermployees shall be subject to progressive discipline
for accrued absences as follows:

Absences Discipline

one (1) time absent............Oral reprimand

two (2) times absent.......... Written reprimand

three (3) times absent........ Up to a 15 workinglay suspension without pay
four (4) times absent.......... Termination

The above progressive discipline does not applynmpleyees who are absent

without approvaland who fail tonotify their department head or desigriieé n o
cal/lnos how” ) . E m pchlmgrshavare subjext tadiscipline up to and
including termination for a single offense.

3. Employees may be excused for absences for legitimate reasons if the notification
procedures contained hergnd as provided for under the ADand otherwise in
this manual are met. The Employer reserves the right to deny approval of otherwise
legitimate excuses for employees who demaibsta pattern of such absences.

4, Voluntary Resignation If an employee fails to report to work at theiguérly
scheduled time and remains absent for three (3) or more consecutive workdays
without reportingsuch absence, the Employer ntigsem suchl@sence a voluntary
resignation.

B. PROCEDURE
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1. Notification: Absent empl oyees mu sigervisoreop o r t t
designee by one (1) hour before the emg
day of absence, and explain the reason for the absence. Upon return to work, the

empl oyee shall report to the empl oyee’ s
reason for the absence and to provide all documentationrezhjia substantiate the
absence.

2. Application of Discipline

a. Each full day of unexcused absence shall count as a separate absence (i.e.,
an employee absent for two (2) consecutive dayhasged with two (2)
absences).

b. Any documentation of warnings or reprimand shall cease to have any force

or effect in the emplyee's personnel file eighteen (18) months subsequent
to the date or such document providing there is no intervening disciplinary
action of the same or similar nature during this eighteen (18) month period.
Any documentation of suspension or demotion taélla permanent record.

C. Written reprimands will generally be issued by the supervisor and a Record
of Written Reprimand or Suspension shall be given to the employee with a
copy placed in the eagpydoythe depatmgnte r s on
head.

d. Only the Appointing Authority has the authority to reduce in pay or
classification, suspend or terminate an employee. Suspensions of more than
three (3) days, reductions in pay or classification and terminations of
classified employees require the ap@ioand signature of th&ppointing
Authority and must be filed with the Civil Service Commission in
accordance withtheComms si on’' s Rul es and Regul a

3. Voluntary Resignation Procedurdf an employee fails to report to work at their
regularly schedled time and remains absent for three (3) or more consecutive
workdays without reporting such absence, the Employer will attempt to contact the
employee at their last known address and notify them that failure to immediately
return to work will be deemed voluntary resignation of their position. If the
Employer cannot locate the employee, or if the employee, after notification, fails to
return to work, the Employer will deem such action a voluntary resignation and will
remove the employee from the payrol

SOLICITATION AND DISTRIBUTION SECTION 7.04|

Non-solicitation/Distribution Solicitation is the act of requesting an individual to purchase goods,
materials or services, or a plea for financial contribution. Distribution is an aistabuting

goods, materials and/or written literature. There shall be no solicitatidistabution by non
employees at any time on any Employer property or in any work area. This section shall not apply
to vendors.
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PERSONAL APPEARANCE/DRESS CODE SECTION 7.05|

A. The Employer reserves the right to prescribe appropriate dress and grooming and to set
standards which ar e dbestimeeckst.tApproprate dress codese E mj
will be established by the Appointing Authorities aBdpervisors of each department.
Departmental dress codes will be posted.

B. The Employer requires that an employee’s ¢
appropriate, in good taste, present a favorable public image and be in conformity with
reguldaions established by the Employer due to the specialized nature of service provided
or the employment position maintainedEach appointing authority maprescribe
appropriate dress and grooming standards whigi differ from what has been prescribed

City-wide.
C. Clothing shall be conducive to the safe and effective performance of required job duties.
DRUG FREE WORKPLACE ACT SECTION 7.06|
A. The City regards the illegal use of drugs and the abuse of alcohol as serious problems. In

addition to achieving comiaince with the Federal Drug Free Workplace Act of 1988, it is
the purpose of this policy to create an alcohol and drug free workplace, which will enhance
the health, safety, security, and performance of the employees of the City.

B. The illegal use, sale, mafacture, distribution, dispensation or possession of drugs on City
property is absolutely prohibited. Reporting to work or working while under the influence
of alcohol or illegal drugs is also prohibited except in the limited case of City sponsored
socid activities as detailed below. In addition, any employee who is taking prescription
medication that may impair their ability to perform the essential functions of their job must
disclose the fact to his or her direct supervisor. Violation of this pehtyresult in
disciplinary action up to and including termination.

C. Events Resulting in Employee Drug and/or Alcohol Testiljemployees may be subject
to drug and/or alcohol testing conducted under any of the following conditions:

1. Preemployment, postffer testing All individuals applying for a safetgensitive
position and those transferring into a safetysitive position will be required to
undergo and pass a drug and/or alcohol screening conducted by a contractor that
the emplogr designates following a conditional offer made by the employer.

2. Reasonable suspicion of drug and/or alcohol ug¢henever the employer has
reasonable suspicion to believe that the employee is under the influence of alcohol
or a controlled substancie employer may require such employee to submit urine
or other sample for alcohol and/or controlled substance testing. Reasonable
suspicion must be based on speciiontemporaneous, articulable observations
concerning the appearance, behavior, speetlody odors of the employee.

3. Postaccident testing Postaccident alcohol and/or other drug testing will be
conducted of anyone who may have caused or contributed to an accident following
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an accident investigation with documentation of reasonaldpidon. No post
accident testing is required if all of the following conditions are met:

1 The accident resulted in a minor injury, even whersa#f medical attention
was required;

i There was no violation of work rules;

1 An accidentinvestigation determined there was no reasonable suspicion
related to the accident;

1 The accident is considered normal in relationship to the job functions of the
injured employee.

4, Random drug/alcohol testinghe City conducts random drug testing forya
employee who is considered safssnsitive or as may be required by law. All
employees who reside in a position deemed safemgitive will be required to
undergo and pass random drug screening conducted by a contractor that the
employer designates.

a CDL Employees Tested in accordance with applicable regulations in
accordance with the Department of Transportation.

b. Non-CDL Employees

Q) The City wild.l submit al | empl oye
safetysensitive to a random selection systeime Tandom selection
provides an equal chance for each eligible employee to be selected
each time random selection occurs. Random selections will be
reasonably spread throughout the year. The City will drug test, at a
minimum, twentyfive percent (25%) ofhte average number of
eligible positions in each calendar year. The City will select, at a
minimum, ten percent (10%) of the average number of eligible
positions in each calendar year for random alcohol testing. Random
selection, by its very nature, may uésn eligible employees being
selected in successive selections or more than once a calendar year.
Alternatively, some eligible employees may not be selected in a
calendar year.

(2) The random drug test shall be unannounced. If an eligible employee
is sdected at random, for either drug or alcohol testing, a
representative of the City will notify the employee. Once notified,
every action the employee takes must lead to a collection. If the
employee engages in conduct that does not lead to a collection as
soon as possible after notification, such conduct may be considered
a refusal to test.

C. The random selection pool for the RGIDL employees is separate from any
DOT/FMCSA pool for random testing.
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5. Substance Abuse Professianahny employee who testsgitive for the use of
alcohol or controlled substances while on duty may be evaluated by a substance
abuse professionallhe Employer may consider recommendations provided by the
substance abuse professional but those recommendations are subjegoiacthis

6. SafetySensitive A position is considered safeggnsitive when any job position
or workrelated function or job task designated as such by the Employer, which
through the nature of the activity could be detrimental or dangerous to the physical
well-being of the employe&oworkers, customers, or the general public through a
lapse in attention or judgment. Proper notice shall be given to those employees
who are deemed safesgnsitive

D. Testing RequirementsAll drug screening tests shall be conducted by medicaldtdorogs
meeting the standards of, and certified by, the National Institute of Drug Abuse, the
National Institutes of Health, and the Department of Health and Human Services.

Any employee who is notified of selection for drug and alcohol testing shalliéesckof

any job responsibilities immediately, and shall proceed to the designated test site
immediately. The employee shall be accompanied by a supervisor or his designee. A
selected employee shall not make any stops from the time of notificatioreawtiing the
designated test site. Failure to proceed immediately to thetestigg site may be
considered a refusal to test.

The results of the testing shall be delivered to the appointing authority as well as the tested
employee. An employee whosenfirmatory test results are positive shall have the right

to request a certified copy of the testing results in which the vendor shall affirm that the
tests results were obtained using the approved protocol methods. The employee shall
provide a signed tease for disclosure of the testing results to the employer. Refusal to
submit to the testing, or to execute the release may be grounds for discipline up to and
including termination.

Costs of all drug screening tests and confirmatory tests shall be lipothe employer,
except that any test initiated at the reqgl
expense, as required in this policy.

E. Druqg Urinalysis

1. Drug testingwill be performed throughurinalysis. Urinalysis will testfor the
presene of drugs and/a metabolitesof the following controlled substances:

a. Cannabinoids (THC/marijuana, hash).
b. Cocaine (and its derivative, including crack cocpine
C. Opiates (heroin, codeine, etc.).
d. Amphetamines (including Methamphetamine central nervous system
stimulantg.
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e. Phencyclidine (PCP).

2. The City of London may test for additional drugs in thga®el test below.

a. Cannabinoids (THC/marijuana, hash).

b. Cocaine (and its derivative, including crack cocpine

C. Opiates (heroingodeine, etc.).

d. Amphetmines (including Methamphetamine central nervous system
stimulants.

e. Phencyclidine (PCP).

f. Barbiturates (central nervous system depressants).
g. Propoxyphene (Darvon).

h. Methadone.

I. Benzodiazepines (Valium, Librium, etc.).

3. The urinalyds procedue stars with the collectionof a urine specmen. Urine
spesimens will be subnitted to a Substance Alsa and Mental HealttServices
Administration (SAMHSA) certified laboratory for testing. As part of the
collection process,the specmen provided will be split into two (2) vials: a
primary and a secondaryial. The laboratory will peform initial screenings
on all primary vials. In the eventthat the primary specimen testspositive, a
confirmation test of that specimen will be performeal before being reportal by
the laboratoryto the medical review officer as a gibive.

4, All labaratory reallts will be reported by the labortory to a medical review
officer (MRO) designatedy the City. Negativetest resultshall be reported
bytheMROtotheEmp | oy er ' s Re p rrepertegatpasitivieteste . Be f o
reallt to the City, the MRO will attempt to contactthe employeeto discussthe
test result.If theMRO is unableto contactthe employee directly, the MRO
will coniect theEmp | oy er ' s Rvhopshad sndunnf caritait the
employee and direct the employee to conta¢ the MRO. Upon being so
directed, the employeeshall contactthe MRO immediatey or, if after the
MRO's businesshoursandthe MRO is unavailable at the start of the MROs
next businesday. In the MRO's sole discretion,a detemination will be made
asto whethera reault is positive or negative.If, after failing to contct the
MRO after five (5) days, or if the employee cannot be contated at all
within thirty (30) days, the MRO may verify the test as positve. After any
pasitive verification, the employeemay petition the MRO to reopen the case
for reconsideration.
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5. Any individual who hassubmitted to drugtesting in compliancewith this policy
is entitled to receivethe reallts of suchtestingupontimely written request.

6. An individual testing positive may make a requestof the MRO to havethe
secondaryvial tested.The secondaryvial must be tested by a different
SAMHSA-certified lab than tested the primary specmen. The individual
making the reques for a teg of the second specimenmust prepayall costs
associatedwith the test. The requestfor testing of a secandary specimen is
timely if it is madeto the MRO within seventytwo (72) hoursof theindividud
being notified by the Employer Representativad a posiive test result.

F. Alcohol Tests

The City will perform alcohol testing using a device that shall be an evidential breath
testing devise (EBT), and mde provided through a vendor or agent. The device will

be operated by a technician who is certified and trained on the specific device he or she
will be operating. The employee shall report to the alcohol testing site as notified by the
Emp !l oy er 'nttiveR §lerempmogee shall follow all instructions given by the
alcohol technician.

1. Any initial test indicating a blood alcohol concentration (BAC) of .02 or greater
will be confirmed on the EBT. The confirmation test will be performed no sooner
than fifteen (15) minutes and no later than thirty (30) minutes following the
completion of the initial test.

2. In the event the confirmation test indicates a BAC of .02 or greater, the employee
shall be removed from duty and subject to discipline up to imgjurmination
of employment.

G. Refusal to TestRefusal to submit to drug or alcohol tests as ordered by the employer will
be grounds for disciplinary action up to and including termination. A refusal to test
constitutes conduct that obstructs thepgroadministration of a test. The following is a
list of some, but not all, of the actions an employee may take which will be considered a
refusal to test:

1. Refusal to sign the form releasing test results to the employer.
2. A non-medical delay in proding urine, breath, blood, saliva or any other
specimen.
3. Failure to report directly to the testing facility upon notification.
4, The use of any product to invalidate the test results.
H. Confirmatory Tests If a drug screening test is positive, a confirmatory test shall be
conducted in the manner prescribed in the |

test confirms the results of the first test, the employer may proceed with appropriate
discipline. In the event that the second test contradicts the result of the first test, the
employer may request a third test in accordance with the procedures prescribed above. The
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results of the third test, if positive, shall allow the employer to procedddigtipline as
set forth in this policy. If the results of the third test are negative, discipline shall not be
imposed.

Discipline TheEmployer may place an employee on administrative leave with pay before
the time the confirmatory test results a@mplete. If the testing required above has
produced a positive result, teenployermayterminate the employee.

J. Employee Assistanc&Vhen an employee has a substance problem and voluntarily seeks
help, the City may meet with the employee to disthisproblem and any violation of this
policy. After meeting with the employee, the City may provide assistance to employees
who would like to take action on their own behalf to address a substance problem.
Assistance may includehabilitation or a detoxitation programproviding a list of local
community resourcesnd a list of places to go for an assessment and for treatiment.
order to be eligible for employee assistance, the employee must seek help prior to a positive
test result and/or arrest.

Theemployee may be required to use sick time, compensatory time, vacation leave, and/or
personal days for the period of rehabilitation or detoxification. If no such leave credits are
available, the employee shall be placed on medical leave of absencet \phkldor the

period of the rehabilitation or detoxification program. Family Medical Leave will be used

if available and appropriate.

Any employee who has satlentified a drug/alcohol problem and undergoes a
rehabilitation or detoxification program whle subject to unannounced follayp alcohol

and/or controlled substance testing consisting of six (6) tests in the twelve (12) month
period following the employee’s return to

K. Confidentiality Test results will generally remain confidential te #xtent provided by
law. However, the employer may use test result information in connection with City
business, for purposes of employment or disciplinary actions, and in defense of related
litigation. The employer may also disclose test results whgnined by government
agencies or in accordance with state and federal law.

L. Drug Free Workplace Policy

1. Notice Upon Hiring

a. As a condition prior to hiring, all prospective employees will receive a copy
of the City of London Drug Free Workplace t&i@ent and Policy, and will
be required to sign an acknowledgment of receipt which will become a
permanent part of the employee's personnel file. Utilize Form 1.3.

b. In addition, as a further condition precedent to hiring, all prospective
employees wilbe required to sign a written statement to the effect that:

I. They understand and support The
Workplace Policy.
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il. They agree to refrain from violating this policy while employed by
the employer.

iii. Theyacknowledge, in advance, that they understand that the penalty
for breach can be discharge, and agree that the penalty is appropriate
when supported by evidence.

V. They acknowledge that they have been warned that alcohol and drug
testing ofemployeesWil be conducted in accord
policy where there is individualized reasonable suspicion of alcohol
or drug use, or drug impairment, or where the drug testing policy
permits testing of employees on some other basis.

V. Employees who reside ia position that has been deemed safety
sensitive, acknowledge that they have been warned that drug and
alcohol testing of employees will be conducted randomly.

2. Distribution of Drug Free Workplace Policy

a. All current employees will receive a copy bfthe empl oyer ' s Dr
Wor kpl ace Statement and Policy which
shared drive, and will be required to sign a receipt for it, which will become
a permanent part of the employee's personnel file.

b. All current employees will beasked to voluntarily sign a statement
supporting the strict enforcement of this policy.

C. The distribution and acknowledgement of this policy by the employee as
well as the Drug Testing Policy in the PPPM will serve as notice to the
employee that the Gitreserves the right to order employees to submit to
alcohol or drug testing where supported by an individualized reasonable
suspicion of alcohol or drug use, or drug impairment, or where the drug
testing policy permits testing of employees on some otdiEsb

3. Definitions

Alcohol: means ethyl alcohol, whether rectified or diluted with water or not,
whatever its origin may be, and includes synthetic ethyl alcohol. Examples include:
beer, wine, mixed beverages, and spirituous liquor as defined BhibeRevised
Code.

Controlled Substanceany controlled substance contained in Schedules | through
V of Section 202 of the Controlled Substance Act (21 U.S.C. 812); or as defined in
R.C. 3719.01

Conviction any finding of guilt, including a plea of nolo contendere (no contest),
or the imposition of a sentence, or both, by any judicial body charged with the
responsibility to determine violations of the fedemattate criminal drug statutes.
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Criminal Drug Statute a criminal statute which states that a person may not
manufacture, distribute, dispense, use, possess, provide, or administer any
controlled substance.

For purposes of this policy all definitions Wde consistent witiR.C. 3719.0%t
seq

4. Policy.

a. It is the policy of the City to maintain a safe and productive workplace free
of alcohol and drugs, and free thbse individuals who abuse alcohol and
drugs.

b. The unlawful manufacture, distribution, dispensation, possession, or use of
alcohol or a controlled substance by any employee which takes place in
whole or in part in the workplace is strictly prohibiteddawill result in
criminal prosecution and employee discipline which may include
termination from employment.

C. Any employee convicted of any federal, state, or municipal criminal drug
statute must notify the employer of that fact within five (5) caleddgs of
the conviction. Natification by the employee does not excuse that employee
from possible disciplinary action un
manual.

d. Any employee who reports for duty in an altered or impaired condition
which is the redtiof the illegal use of controlled substances or the abuse of
legal substances will be subject to disciplinary action or discharge.

e. Any employee convicted of a drug offense, who fails to report the
conviction as required by the above, will be:

i. terminated from employment.
il. forever barred from future employment with The City of London.

iii. held civilly liable for any loss of federal funds resulting from the
failure to report the conviction.

f. If any employee is not in violation under this Drugd-Y&orkplace Policy,
but violates an applicable state, federal, municipal, or other law or
regulation that prohibits impairment, and if that violation has a sufficient
nexus to the employee’s job, for exa
a City vehicle, he employee is still subject to disciplinary action and/or
discharge.

5. Training
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a. Training shall be conducted on a regular basis to inform employees of the
dangers of drug abuse in the workplace. Employees will receive a copy of
the written policy andvill be expected to sign that they have received the

policy.

b. Supervisors will be trained to recognize substance problems that may
endanger the employee and others as well as violate this policy. This
training is in addition to the training that witle provided in section (a)
above. Supervisors will be trained about testing responsibilities, how to
recognize behaviors that demonstrate an alcohol/drug problem, and how to
make referrals for help.

M. 't is the City’ s i nt appliesitocalhmptogeesaupigniand ndne d er a
union. The City shall address problems associated with havirguonemployees under
the influence of alcohol or drugs and the obligation of the City to deal with these problems
pursuant to the Federal Drug Free Wace Act of 1988, the regulations thereunder, the
Federal Omnibus Transportation Testing Act of 1991, and House Bill 122 existing
irrespective of other policies. However, where a direct conflict between this policy and the
collective bargaining existgdhe parties shall meet and confer to resolve any conflicts.
Discipline shall be enforced according to the terms of the collective bargaining agreement.

N. All department heads and supervisors are responsible for the implementation of this policy.
Questims concerning the interpretation of this policy should be referred to the Safety
Service Director for the City.

GARNISHMENTS SECTION 7.07|
A. POLICY
1. A court ordered legal claim against the wages of an employee by a creditor for

nonpayment of a debt and served by the constituted legal authority is a garnishment
and must be recognized and executed byAti@itor and the Employer. Repeated
garnishments o the wages of an employee may result in disciplinary action. No
employee may be terminated because of only one (1) successful gamtistuming

any 12 month period.

2. No employee will be disciplined for garnishments where the employee has
demonstrated wi I | i ngness and effort to resolywv
POLITICAL ACTIVITY SECTION 7.08|
A. POLICY
1. General All classified employees, including classified employees on authorized

leaves of absence from their positions, prehibited by law from engaging in
certain political activity as identified herein. However, employees are encouraged
to exercise theiconstitutional right to vote.
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2. Prohibited Activities

a. Candidacy for publioffice in a partisan election;

b. Canddacy for public office in a nonpartisan general election if the
nomination to candidacy was obtained in a partisan primary or through the
circulation of nominating petitions idéfied with a political party;

C. Filing of petitions meeting statutory regeimnents for partisacandidacy to
elective office;

d. Circulation of official nominating petitions for any candidate participating
in a partisan election;

e. Service in an elected or appointed position in a@ytigan political
organization;

f. Acceptance ba partysponsored appointment to any office nofgélled
by partisan election;

g. Campaigning by writing for publications, by distributing political material
or by writing or making speeches on behalf of a candidate for partisan
elective office, whesuch activities ardirected toward party success;

h. Solicitation, either directly or indirectly, of any assessment, contribution, or
subscription, either monetary orkmd, for any politicaparty or political
candidate;

I. Solicitation of the sale, actual saleof political party tickets;

J- Partisan activities at the election polls, such as solicitation of votes for other
than nonpartisan cdidates and nonpartisan issues;

K. Service as witness or challenger for any party or partisan committee;
l. Participation in political cazuses of a partisan nature; and

m. Participation in a political action committee i supports partisan
activity.

Any employee in the classified service who engages in any of the activities listed
in paragraph&(a) to 2(m) of this rule is subject to removal from his or her posi
in the classified service.

3. Permissible Activities
a. Registration and voting;
b. Expression of omions, either oral or written;
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C. Voluntary financial contributions to political candidates oramigations;

d. Circulation of nonpartisan petitigror petitions stating views on legislation;

e. Attendance at political rallies;

f. Signingnominating petibns in support of individuals;

g. Di splay of political materials in th
property;

h. Wearing political badges or buttons, or the display of politiceksts on

private vehicles; and

i. Serving as a cinct election official under Seoti 3501.22 of th®evised
Code.

B. PROCEDURE

1.

Any employee who desires to campaign for or accept appointment to political
offices which may not be considered partisan, and where no declaration of political
party affiliation is made (i.e., village councils, school boards, etc.) should notify the
Appointing Authority A request for an opinion from the City Law Director as to
the legality of the employee campaigning for or holding any such offices, prior to
declaring canidlacy, circulating petitions, or accepting the position may be made.
The decision of the City Law Director shall bedimnd binding on the employee.

All employees must notify th&ppointing Authorityof any intent to declare and
campaign for a politial office. If, in the opinion of thAppointing Authority, the

empl oyee’ s candidacy i s i npositombrisnoct wi t
in the best interest of the City, the employee must take a leave of absence or resign.
The decision of th&ppointing Authorityshall be final.

WORKPLACE VIOLENCE SECTION 7.09|

A. POLICY

1.

The safety and security of employees, clients, contractors and the general public
are of vital importance to the City @afondon Therefore, threats, threatening
behavior or acts of violence made by an employee or anyone else against another
p e r s o n haalth,| wekba&ng, family or property will not be tolerated.
Employees found guilty of violence will be subject to disciplinary action up to and
including termination of employment.

The purpose of this policy is to provide guidance to employeeseoCity of
London should they encounter a situation that they believe is od e¢esllt in an
act of violence.

The word “vi ol enlenedhanaatortbdhavierthato | i cy s hal

132

{3/27/2023 PLLONCI 00295170.DOCX }



Chapter 7 EMPLOYEE CONDUCT

a. is physically assaultive;

b. a reasonable person would perceivelasessive (e.g., intensely focused on
a grudge, grievance or romantic interest in another person and likely to
result in harm or threats of harm to persons or property);

C. consists of a communicated or reasonably perceived threat to harm another
individud or in any wayendanger the safety of another;

d. would be interpreted by a reasonable person as carrying a potential f
physical harm to the person;

e. a reasonable person would peveeas intimidating or menacing;

f. involves carrying or displaying va@ons, destroying property or throwing
objects in a manner reasonapbrceived to be threatening; or

g. consists of a communicated or reasonably peeceithreat to destroy
property.

4. The Enployer prohibits the following:

a. Any act or threatof violere by an empl oyee against
health, wellbeing or property.

b. Any act or threat of violence, including, but not limited to, intimidation,
harassment or coercion.

C. Any act or threat of violence which endangers the safetgngfloyees,
clients, cotractors or the general public.

d. Any act or threat of violence made directly or indirettyywords, gestures
or symbols.
e. Use or possession of a weapon on th

controlled site or an area that is @sated with employment except as
required in the linefoduty (i.e., law enforcement).

5. The most common situations where workplace violendikedy to occur are as
follows:

a. Dealing with the PublicViolent situations could occur in employee cohtac
with the public. While the Employer has a strong commitment to client
service, we do not intend for employees to be subjected to vertiaysical
abuse by the client.

b. OntheJob  Situations could occur where relationships between
employees, or beteen an employee and a supervisor, result in strong
negative feeligs by the individuals involved.
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C. Off-the-Joi An employee could become involved in a personal- non
criminal dispute with a cavorker, family member, or neighbor during the
empl oy e-working hwrsn The Employer prohibits any act of
violence by an employee towards any other employee while off duty. If the
situation escalates, individuals sometimes secure restraining orders from the
courts. If an employee requests such a restrainidgrothe employee
should include the work | olaetof on as
residence in the order.

6. The possession or use of dangerous weapons is prohibited on Employer property,
in Employer vehicles, or in any personal vehicle which is used for Employer
business or is parked on Employer propezicept as hereinafter provided.

a. A dangerous weapon @efined as:
(1) A loaded or unloaded firearm; or

(2) A weapon, device, electronic stun weapon, chemical substance or
other material that in the manner it is used, or could ordinarily be
used, or is intended to be used, is readily capable of causing serious
bodily injury.

b. Exceptions Individuals may possess a firearm on Employer property if the
individual is employed in the capacity of a law enforcement officer and is
engaged in law enforcement activities. Employees who possess a valid
permit to carry direarm, if a firearm is brought on Employer property, must
keep the firearm unl oaded and in the
shall be lockd.

B. PROCEDURE

1. Any person who makes substantial threats, exhibits threatening behavior or engages
inviolent acts on the Employer’'s property
quickly as safety permits and shall remain off the premises pending the outcome of
an investigation. The Employer will initiate an appropriate response. This response
may include but is not limited to, suspension and/or termination of any business
relationship, reassignmentjob duties, suspension or termination of employment,
and/or criminal prosec¢ion of the person(s) involved.

2. It is a requirement that all employees reportaccordance with this policy, any
behavior t hat compr omi ses t he Empl oyer
environment. All reports will be investigated immediately and kept confidential,
except where there is a legitimate need to know. Even withoatw@al threat,
personnel should also report any behavior they have witnessed which they regard
as threatening or violent, when that behavior is job related or might be carried out
on a City controlled site, or issociated with City employment.

3. All incidences of suspected or potential violence should be reported to the
empl oyee’ s i mmedi ate supervisor or the
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that the incident i's too minor to repo
probl em. ” tuntDitads tao tate to esproactive.

4, Supervisor ResponsibilitiesSupervisors and department heads are responsible for
assessing situations, making decisions on the appropriate response, and responding
to reports of or knowledge of violeattivities that have occurred in the workplace
or that involes an employee of the Employer.

5. When any actual, potential or suspected incident of violence is brought to the
attention of a supervisor or the department head, the department head or designee
shall evaluate the severity of the situation immediately and have the individual
reporting the incident fill out a Workplace Violence Incident Report Form. Ifitis
concluded that an actual act of violence has occurred or if there is a likelihood that
violence could resylthe department head or designee shall:

a. Discuss the situation with the employee(s) and attempt to find out what
caused the sigation.

b. Determine what action is to be taken to prevent the situation from occurring
again. Such actiaimay include but not be limited to:

(1)  Assigning a differat employee to the area or job.
(2)  Talking with the disgruntled client or employee(s)

3) Discussing the incident and offer sugtiens for appropriate
actions.

(4) Referring the affected empleg(s) to pofessional help or
counseling.

(5) Disciplining the employee(s), up to and ingilug termination of
employment.

6. All employees who apply for, obtain or are the subject of a restraining order which
lists department locations as being proteetess, must provide to their department
head a copy of the petition and declarations used to seek the order, a copy of any
temporary protective or restraining order which is granted and a copy of any
protective or restraining order which is made permanent.

SMOKING / TOBACCO USE AND SECTION 7.10
ELECTRONIC CIGARETTES (E -CIGARETTES)

A. POLICY

1. Smoking of any tobacco, the use of any tobacco products or any illegal elicit
substanceand the use of-eigarettess hereby prohibited in all public places and
places of employment including areas immediately adjacent to building entrances
and exits.
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a. Public Place A public place is any enclosed area to whichghblic is
invited or permitted.

b. Place of Employrant A place of employment is an enclosed area under
the control of the Employer that employees use for work or any other
purpose including but not limited to, offices, meeting rooms, sales,
production and storage areas, restrooms, stairways, hallwayspwses,
garages, and vehicles.

C. Enclosed Area An area with a roof or other overhead covering of any kind
and walls or side coverings of any kind, regardless of the presence of
openings for ingress and egress, orsiakés or on all sides but one.

d. Employee An employee is defined as an individual who provides services
to an employer for compensation or for no compensation.

e. Smoking Inhaling, exhaling, burning, or carrying any lighted cigar,
cigarette, pipe, or other lighted smokidgvice for burmg tobacco or any
other plant.

2. While not regulated by Section 3794 of the Ohio Revised Code, the use of e
cigarettes is also prohibited in all places of employment, enclosed areas, and public
places including areas immediately adjadertiuilding entrances and exits.

3. Smoking the use of tobaccand the use of-eigarettess permitted in designated
areas provided by the Employer. Such areas will be provided in compliance with
applicable law and shall ensure that smokéhe vapofrom e-cigarettesioes not
enter the place of employment.

4, Smoking the use of tobacc@and usee-cigarettesis prohibited in all Employer
vehicles.

5. Rights aad Responsibilities foEmployees

a. Employees are expected to comply with fhadicy and tle applicable law.

b. In the resolution of any dispute arising under this policy, the compliance
with the law and the protection of the health of the-smoking parties
shall be given preferenceave t he s moker’'s desire to

C. In the event that an dividual is found in violation of this policy and the
Employer is fined or penalized, the employee will be subject taappte
discipline.

d. No employee or applicant for employment shall be discharged, refused

employment or in any manneiscriminated against because such employee
or applicant exercises the rights affed him/her under this policy.

0. Responsibilities of the Employer
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a. Signs will be conspicuously posted where smoking is prohibited including
each entrance to thplace of employment. Each sign will contain a
telephone number to report smoking violations and be of sufficient size to
be clearly legibléo a person of normal vision.

b. Designated smoking areamd areas for the use ofcearetteswill be
establishedn unenclosed areas away from the building entrances and such
locations will be clarly communicated to employees.

C. Ashtrays will be removettom all places of employment.

d. The Employer disciplinary procedure will be exercised when an employee
refusesto comply with this policy.

FRAUD POLI CY/REPORTING SECTION 7.11|

A. PURPOSE

Financi al accountability is a top priority
formalizes the expectations of personal honesty and integrity requi@ty affficials and
employees.

The City of London is committed to protecting its revenue, property, information and other
assets from any attempt, either by members of the public, contractorspreudctors,
agents, intermediaries or its own employees, to gattkelogt financial or other benefits.

This policy prohibits fraud or misuse of t
guidelines and responsibilities regarding appropriate actions that must be followed for the
investigation of fraud ahother similar irregularities.

B. ORGANIZATIONS AFFECTED
All departments andidsions of the City of London.
C. DEFINITIONS
As used in this policy, the terms listed below shalle the following definitions:

1. Embezzlemenis any loss resulting from the raigpropriation of the City of
London assets.

2. Misappropriatas to take or make use of any item without authority or right.
3. Lossis defined as the City of London losing possession or control of any type of
asset through fraudulent activities.
4. Fraudis the irtentional misrepresentation or omission of facts for personal gain.
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5. Employeés) refer to all City of London employees, independent contractors,
consultants, and temporary, pame and/or seasonal workers.

6. Assetsrefer to the entire property of the Cigssociation, corporation, or estate
applicable or subject to the payments of debts. Assets include, but are not limited
to, all City vehicles and building properties, computers and software, cash
receivables, wages and benefits.

7. Equipmentis defined as éixed asset that is not consumable or expandable; it is
movable, even though sometimes attached to other objects or buildings; and its
removal does not create a readily observable phyisigp@irment or deterioration.

Examples include, but are not limitéat office equipment including computers,

desk cabinets, printers and scanners, any electronic data processing equipment,
training/educational equipment, medical supplies, and furnishings, -eisdial,
cameras and recording devices. Equipment alsades| but is not limited to, all
construction and maintenance equipment, air conditionergigheng equipment,

and tools, escue equipment and tools.

D. POLICY

The City of London has adopted a zero tolerance policy regarding fraudmployee of

the City shall remove any City of London assets from the property, misuse any City assets
for personal gain, or willfully misappropriate any City of London asset. Any evidence
supporting fraud, theft or embezzlement of City of London asseteguipment may be
subject to the following actions including but not limited to: suspension, termination,
restitution, and criminal charges. Any City of London employee who is aware of fraud
being committed against the City by anyone shall report suothitg to the Police
Department or other affial as detailed in Section 6.

E. PROHIBITED ACTS

Fraud and misuse of the City of London assets are prohibited. Examples of fraud and
misuse of City assetsclude but are not limited to:

1. embezzlement;

2. misappropriation, misapplication, destruction, removal, or conagdlof City of
London property;

3. alteration or falsification of documen

4, theft of any asset (amey, tangible property, etc.);

5. authorizing or receiving compensation for goods notivedeor services not
performed,;
6. authorizing or receiving copensation for hours not worked,;
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7.

misrepresentation of fact.

F. COMPLAINT PROCEDURE

1.

Employees shall read and understand this policy. Additionally, suspected or known
fraudulent acts by employees shall be reported to their respdepagtment head.

If an employee has reason to bedi¢hat his department head may be involved, the
employee shall notifyhe Police Department directly.

If the employee is a member of the Police Department and has concern that an
irregularity exists within the department, he/she should notify the Lisector. If

a department head believes there is an issue of potential fraud within the Police
Department, he/she shall notify the Mayorloé tletails of his/her concerns.

Supervisors shall (1) communicate the provisions of this policy to all stafgke

no action without consulting the department head, (3) recommend appropriate
disciplinary action when there is evidence of wrawing, and (4) if suspension or
termination is recommendechnsult with the Law Director.

Department heads shall comnicate any suspected or known fraudulent act to the
Police Department. The Police Department shall notify the Mayor of each reported
incident and keep the Maiabreast of the investigation.

All participants in a fraud investigation shall keep thegails and results of the
invesigation confidential.

Any employee reporting an act of fraud; or assisting, testifying, or participating in
a fraud investigation, acting in accordance with the requirements of this policy,
shall not be subject to any\atse employment action unless it is determined the
employee is culpable for such action and/or made an allegation knowing it was
false. Examples of adverse employmantion include, but are not limited to,
discipline, suspension, threatening dascipline or suspend, coercion, acts of
intimidation, and firing.

G. PREVENTION

Each department will maintain an internal control environment to protect the department
and the City from loss or other damagesaesult of a fraudulent act.

H. FALSE ALLEG ATIONS

False allegations of suspected fraud with the intent to disrupt or cause harm to another may
be subject to disciplinary action up to and inlthg termination of employment.

CORRECTIVE ACTIONS AND DISCIPLINE

Appropriate and timely action will beaken against those proven to have committed
fraudulent act. These remedial actions nmeyude, but are not limited to:
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1. Disciplinary action (up to and including immediate termination of employment).

2. Restitution for all losses, including investigation &egial expenses, to the fullest
extent of the law.

3. Forwarding information to the appropriate authorities for criminal prosecution.
4. Institution of civil action to recover losses.
5. Where the City of London elects to take corrective or disciplinary actiov|l it

proceed under the procedures in place under policy or under any collective
bargaining agreement for the respective employment classification.

6. The City of London may take corrective or disciplinary action without awaiting the
resolution of criminal ocivil proceedings arising from fraudulent conduct.

J. CONFIDENTIALITY

All investigations shall be conducted in confidence insofar as reasonably possible. The

names or names of those communicating information about a fraudulent act or the name or
names of those suspected of a fraudulent act will only be revealed when required by law in

conjunction with thenvestigation or legal action.

K. COUNCIL NOTIFICATION

At the conclusion of any investigation, the Law Director shall inform Council of theenatu

of any suspected, alleged or purported fraud that was presented to an appropriate City
official in accordance with the provisions of this policy. The Law Director shall discuss
and/or report to the Council on the results of the investigation and ahyrcoriminal
proceedings that magrise from such investigation.

In the event an instance of fraud is reported in accordance with the terms of this policy and
the nature of such information may impact the legislative operations of the City, the Law
Director shall inform the Council of the existence of an allegation or report without
disclosing details or information that would impact the investigation of any such claim.
The Law Director may wish to request an Executive Session of Council to discuss such
matters if public discussion of such information may jeopardize the investigative process
or is not in the best interests of the finanoialegal position of the City.

L. In addition to the process outlined above, complaints or any matter regarding fraud
including any matter that alleges mismanagement of employer resources or misuse of
public money, can be made to the Auditor of the State of Ohio thrdweg®hio fraud
reporting system.

Complaints made to the Auditor of the State of Ohio through the foduictreporting
system are anonymous. Comnipta may be made in thré8) ways:

1. File a written complaint at
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Ohi o Auditor of State’s Office
Special Investigations Unit

88 East Broad Street

P.O. Box 1140

Columbus, OH 43215

2. Call the Fraud Hotline

1-866-FRAUD OH (1-:866-372-8364)
3. Online

http://www.auditor.gov
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INTRODUCTION SECTION 8.01|
A. POLICY
1. All employees of the City dtondonare members of a team working together for

the purpose of serving our community. Employees who fail to follow the necessary
rules and regulations governing their conduct are not only penalizing themselves
but are doin@ disservice to other employees and the citizeh®oflon

These disciplinary provisions are designed to ensure that the rights and safety of all
employees are protected and to provide working guidelines to encourage acceptable
busnesslikebehavior and conduct.

It is the policy of the Employer that discipline should be characterized as corrective
rather than punitive and that employees should be made aware of the conduct
expected of them. The following disciplinary provisions are dedi¢gmeeet both

of these objectives.

The following disciplinary provisions shall be applicable to all employees of the
City, however, the progressive disciplinary procedures contained herein shall not
be applicable to those employees serving at theynleasd an appointing authority

in the unclassified Civil Service.

DISCIPLINARY PRINCIPLES SECTION 8.02|

A. POLICY

1.

Should departmental rules and regulations conflict with these disciplinary
provisions, disciplinary provisions shall prevail. Should theksciplinary
provisions or departmental rules and regulations conflict with or violate an express
term of a collective bargaining agreement, the express term of the collective
bargaining agreement shall prevail and the rule or regulation shall be ajaplied
bargaining unit employees only to the extent that such cbwfliviolation can be
avoided.

The Employer believes that a clearly written discipline policy will serve to promote
fairess and equality in the workplace, and will minimize potential
miswunderstandings among employees in disciplinary matters. Furthermore, the
City believes that certain basic principles, set forth below, must consistently be
applied in order to effectively and fairly coctaunsatisfactory job behavior.

a. Employees shalléadvised of expected job behavior, the types of conduct
that the Employer has determined to be unacceptable, and the penalties for
such unaccepble behavior.

b. Immediate attention shall be given to policy infractions by those respensibl
for administenng discipline.
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C. Discipline shall be applied uniformly and consistently, within the group or
groups of employees to whom such rules are directed, and any deviations
from standard procedure mustwell justified and documented.

d. Each offense shall be dealitivas objectively as possible.

e. Discipline shall usually be progressive, but depending on the severity of the
offense, may proceed immediately to suspensey termination of
employment.

f. An empl oyee’ s I mmedi at e supervisor,

Appointing Authorityshall be responsible for administering discipline.

PROGRESSIVE DISCIPLINE SECTION 8.03|
A. POLICY
1. The Employer has adopted this discipline policy as a guide for tHermn
administration of discipline. It is not, however, to be construed as a delegation of,
or a |limitation upon, the Employer’s ri
when the circumstances warrant or when the infractiovolves an at will
empbyee.
2. This discipline policy provides general guidelines for specific offenses, however,

the examples of specific offenses given in any grouping are not all inclusive, and
serve merely as a ndnnding guide.

3. The guidelines for discipline provided in this manual do not preclude the
application of a more or less severe penalty for a given infraction by any employee.
This is particularly true for temporary, intermittent, and other unclassified
employees whose sace may be terminated at the will of th&ppointing
Authority.

4. Al active records of discipline shal/l
file. Working suspensions have the same effect as suspensions from work without
pay for purposes of recardy disciplinary actions and demadreting progressive
discipline.

5. The Appointing Authoritymay issue a fine or working suspension under certain
circumstances, for example, to impose discipline wdgarticular departmein
understaffed. However, th&ppointing Authorityshould use fines sparingly and
not in a manner that would cause a nonexempt employee to be paid less than
minimum wage under the FLSA.

6. The purpose of disciplinary action is to correct misconduct and encourage improved
performance obehavior, except where the employee is removed. The record of
discipline will be kept for the period of time designated inGhet vy’ s publ i c
retention scheduler collective bargaining agreememthichever is longerFhe
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7. Each disciplinary aon shall remain effective as specified by the applicable
collective bargaining agreement. If the employee is not a member of a bargaining
unit, disciplinary action shalllwaysremain effective.

B. PROCEDURE

1. Supervisors may recommend and/ordepartment head may issue oral and written
reprimands. Forms for issuing discipline are included in this manual. These forms
should, in each case of discipline, be completed and signed by the department head,
delivered to the employee, and signed byaimployee. The completed form shall
be placedin he empl oyee’ s personnel file.

2. Only the Appointing Authority has the authority to reduce in classification or pay,
fine, suspend, or terminate an employee. Prior to such discipline, a predisciplinary
corference must be held if it inws a classified employee.

3. Suspensions or fines of moes described herein Chaptern8ust be filed in
accordance with Civil Service @onission Rules and Regulations.

4, Reduction in classification or pay, suspensiorg fim removal of an unclassified
employee may be executed at the discretion oAgpmointing Authority A written
notice shl be provided to the employee.

While a predisciplinary conference is not legally required for unclassified employees, it is
recommaded that theAppointing Authority meet with the employee to provide the
employee with an opportunity to respond regarding the alleged infraction, prior to
reducing, suspending, fining or removing the employee from public service.

PREDISCIPLINARY CONFERENC E 1 iCLASSIFIED EMPLOYEES SECTION 8.04|

A. POLICY

1. Generally Whenever the Employer or designee determines a classified employee
may have committed an offense which could result in a suspension, fine, reduction
or removal, the employee will beotified of the allegations and a predisciplinary
conference will be scheduled to give the employee an opportunity to offer an
explanation of the alleged misconduct. A predisciplinary conference is primarily
an informal factfinding session, not a legarqreeding. The objective of the
conference is to obtain information through testimony, documentation and/or
guestioning of the employee and witnes
determine whethehe alleged misconduct occurred.

2. Hearing Officer Predisciplinary conferences will be conducted by a hearing
officer. The hearing officer may be tigpointing Authorityor any person the
Appointing Authoritysekects to serve in such capacity.

3. Notice Not less than 24 hours prior to the scheduled istatime of the
conference, the Appointing Authority or designee will provide the employee with
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a written outline of the charges which may be the basis for disciplinary action
(Notice of Predisciplinary Conference Form. In response, the engpioyst:

a. appear at the conference to present an oral or written statement in the
empl oyee’ s def ense a n ding &ha salleged gues
misconduct; or

b. elect in writing to waive the predisciplinary conference (Waiver of
Predisciplinary Conferee).

4. Testimony An employee who elects to attend the conference and present evidence,
or who is called to testify, must answer all questions truthfully. If it is later proven
t hat the employee’s answers weren not t
disciplinary action.

5. Witnesses At the conference the employee may present any testimony, withesses
or documents which explain whether or not the alleged misconduct occurred. The
employee shall provide a list of witnesses to the hearing officer as far am@elv
as possible, but not later thiour (4) hourgorior to the predisciplinary conference.
't i s the empl oyee’ s estharptiendancebsidésiret.y t o

6. Delay of Predisciplinary ConferenceUpon a reasonable request and adi&qua
advance notice from the employee, the Appointing Authority may temporarily
delay the predisciplinary conference. Generally, the Employer should permit only
one (1) such delay.

7. Recording of Proceedings At the discretion of the hearing officer, the
predisciplinary conference may becorded. The responding employee may also
record the proceedings in a similar manner, if the hearing officer authorize
recording of the proceedings.

8. Hearing Officer Reportlf the hearing officer is someonther than the Appointing
Authority, the following shall apply:

The hearing officer shall objectively hear the case and shall prepare a written report
setting forth findings of fact and concluding whether or not the alleged misconduct
occurred. The heannofficer shall not recommend discipline. A copy of the
hearing officer’”s report wi | Appoimteng pr ovi
Authority and/or department head within five (5) working days following its
preparation. Théppointing Authorityand/ordepartment head will decide what
discipline, if any, is appropriate, and may agree or disagree witlihaghgng

of ficer’'s conclusions.

9. Administrative Leave When the Appointing Authority determines it is necessary
to temporarily remove an employee frahe workplace to protect the health or
safety of the employee, other employees or of any person or property entrusted to
the employee’s <car e, the Appointing Au
administrative leave of absence with pay. Such leavesbiatially last only until
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10.

the investigation, predisciplinary hearing and/or otlerrective action is
completed.

Bargaining Unit Employees The rules and procedures applicable to
predisciplinary conferences for bargaining unit employees are contaunibe
applicable ollective bargaining agreement.

B. PROCEDURE

1.

Whenever the department head has cause to believe an employee should receive a
suspension, fine, disciplinary reduction in pay or position or removal from public
service, the departmentdokmust redce such allegations to writing.

The department head may request that the Appointing Authority place the employee
on administrative leave while the charges are being investigated and until the
predisciplinary confeence procedures are complet

The written allegations should indicate in sufficient detail the behavior or conduct
which i s the basi s ffdhatdiscipleeisiregessary. ment h

The written allegations should next be processed through the chain of conamand t
the Appointing Authority or designee for review and delivery to the responding
employee in the form of a Notice of Predisciplinary Conference.

If the allegations involve potential criminal charges as well as employment
misconduct, the Employer shouldédoe r wi t h t he City Law Di
management consultant prior to questioning the employee or scheduling a
predisciplinay conference.

The employee will be notified by the Appointing Authority or designee of the time,
location and person whavill conduct the conference. The hearing officer
conducting the conference wil!]l recite
representative to summarize the evidence thtita basis of the allegations.

The hearing officer will ask the employee tospend to the allegations of
misconduct which were outlined to the employee. Failure to respond or respond
truthfully may resulin further disciplinary action.

The hearing officer may authorize recording of the hearing, in which case the
responding enlpyee may also record the hearing.

The hearing officer shall determine when the conference is concluded and will
adjourn the meeting. The hearing officer may also independently investigate facts
all eged by the respondi ngessesympay lonytéhe or
number of witnesses and may reconvene the conference if necessary to get
additional information or to allow the employee an opportunity to respond further
or to respond to new matters. For example, if the employee provides an eaplanat
that involves facts previously unknown to the Employer, the hearing officer may
continue the hearing to allow the Employer time to investigate. As another

146

{3/27/2023 PLLONCI 00295170.DOCX }



Chapter 8 EMPLOYEE DISCIPLINE, APPEALS. AND GRIEVANCES

10.

11.

example, if the employee or a withess provides information which indicates the
employee may haveommitted additional infractions, the hearing officer may
continue the conference to allow the Employer time to investigate or to allow the
Employer to issue a revised notice before concluding the predisciplinary
conference. This is proper procedure jaed no discipline is issued prior to
reconvening the predisciplinary conference and the employee has not already been
disciplined for the same offense.

If someone other than the Appointing Authority is serving as hearing officer, that
person shall pregge a report of findings and submit it to the Appointing Authority.
The report may, but need not be, in writing, and need not be overly detailed. The
report should state whether the person conducting the conference believes the
allegations were supportday the evidence and explanations presented. The
hearing officer may state whether one
convincing and for what reason, especially when stories or evidence conflict.
However, the hearing officer should not recomohevhether the Appointing
Authority should issue discipline, nor what leeé discipline is appropriate.

Within a reasonable time following receipt of the report, the Appointing Authority
shall determine what discipline, if any, is warrartbeded upo the facts presented.

If discipline is warranted, the Appointing Authority shall determine the severity of
the discipline using the policies herein as a guideline.

GROUNDS FOR DISCIPLINARY ACTION AND PENALTIES SECTION 8.05|

A. POLICY

1.

R.C. Section 124.34s may be amendets out the forms of misconduct which
are the legal basis for reduction, suspension, fine or removal of a classified
employee.Those forms of misconduct are:

a. Neglect of duty;
b. Incompetency;
C. Inefficiency;

d. Dishoresty;

e. Drunkenness;

f. Immoral conduct;

g. Insubordination;

h. Discouteous treatment of the public;

I. Any other failure of good behavior;
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J- Any other acts of misfeasanaealfeasance, or nonfeasanee;
k. Unsatisfactory performance; or
K. Any violation of Civil Serviceor other Cityrules.
2. The offenses set forth in Groups |, I, and 11l below are-imatusive examples of

the above forms of misconduct and guidelines for determining the appropriate level
of discpline for classified employees.

3. In general, Group | Offenses may be defined as those infractions which are of a
relatively minor nature and which cause only a minimal disruption to productivity,
efficiency and/or morale. Group | Offenses, if left undisciplined by proper
authority, wll usually cause only a temporary impact against the organization
unless suchcts are compounded over time.

4. Group Il Offenses may be defined as those infractions which are of a more serious
nature than the Group | Offenses and which, in toause a more serious and
longer lasting disruption to the organization in terms of decreased organizational
productivity, efficiency and/or morale. Group Il Offenses, if left undisciplined by
proper authority, can cause a more serious and longer lastpari against the
organizaion than the Group | Offenses.

5. Group Il Offenses may be defined as those infractions which are of a very serious
or possibly a criminal nature and/or which cause a critical disruption to the
organization in terms of decreasgaductivity, efficiency and/or morale. Group
Il Offenses, if left undisciplined by proper authority, may have a long lasting and
serious advese impact on the organization.

6. THIS DISCIPLINE POLICY IS A GENERAL GUIDELINE ONLY. THE
FOLLOWING EXAMPLES OF SPECIFIC OFFENSES ARE NOT ALL
INCLUSIVE, AND ARE NOT INTENDED TO BE BINDING ON THE
EMPLOYER.

7. “Wor king days for purposes of discipld:@
Protection will normally mean eight (8) hoor (24) houworkdaysdependingon
the regular schedule of the employee subject to discipline

GROUP | OFFENSES

FIRST OFFENSE............... Documenteddral Warning
SECOND OFFENSE.......... Written reprimand

THIRD OFFENSE.............. A working suspension afpto 24 hoursa fine not to
exceed2 4 h pay;orsip t o Zdspehsom r s
without pay; 40 hours for administrative,
supervsory, or professional employees
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FOURTH OFFENSE........... Five (5) to 15 day working suspension or suspension
without pay; or a fine up to five (5) ddysay;

FIFTH OFFENSE............... Up to and including termination of employment

* Under the Fair Labor Standards Act, salaried employees exempt from overtime
cannot be given disciplinary time off in less than one (1) week increments.

Following are examples of Group | Offensd=ollowing each offense in parentheses are
examples of the various charges of misconduct which may be applicable under Civil
Service Rules and Regulations.

1.

10.

11.

Failure to properly and completely clock/sign in or out (inefficiency, neglect of
duty, or failureof good behavior).

Failure to properly “report off” work
proper party of absence (neglect of duty, failure ofdgoehavior, or nonfeasance).

Leaving a post of continuous operations prior to beeiggved by employee of
incoming shift (neglect of dutor failure of good behavior).

Creating or contributing to unsanitary or unsafe conditions or poor housekeeping
(inefficiency, neglect of dutyor failure of good behavior).

Failure to observe @tial safety rules or common safety practices (inefficiency,
neglect of duty, failure ojood behavior, or nonfeasance).

Failure to report accidents, injuries or equipment damage (inefficiency, neglect of
duty, failure ofgood behavior, or nonfeasance)

Discourteous treatment of the public (discourteous treatment otparidkilure of
good behavior).

Inattention to the needs of the public (discourteous treatment ot puilsilure of
good behavior).

Distracting the attention of others, ueessary shouting, use of profane or other
inappropriate language, misuse of tway radios or otherwise causing disruptions
on the job (inefficiency, neglect of dytyr failure of good behavior).

Malicious mischief, horseplay, wrestling or other umddde or potentially
harmful conduct (inefficiency, immoral conduct, discourteous treatment of public
or failure of good behavior).

Interfering with the work performance of subordinates/other employees or causing
other disruptions of the workplaceéfficiency, neglect of dutyor failure of good
behavior).
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12.  Failure to cooperate with other employees (inefficiency, neglect of duty, failure of
good behatr, or nonfeasance).

13. Neglect of or careless failure to observe Employer rules, regulagiohsies and
procedures (inefficiency, neglect of duty, failuregobd behavior, or nonfeasance).

14.  Excessive garnishments (failure of good behavior ofeasance).

15, Use or possession of another employee’s
approvsal (dishonesty or failure of good behavior).

16 Unauthorized use of the Employer’'s tele
(inefficiency, neglect of duty, failure good behavior, or nonfeasance).

17.  Obligating the Employer for any minor expensay&e or performance without
prior authorization (dishonesty, neglect of duty, failure of good behavior, or
misfeasance).

18. Neglect of or careless failure to care for Employer property or equipment
(inefficiency, neglect of duty, failure good behavigror nonfeasance).

19. Inefficiency (e.g., lack of application or effort on the job, unsatisfactory
performance, failure to maintain required performance standards, etc.)
(inefficiency, neglect of duty, failure good behavior, or nonfeasance).

20. Negle¢ of or careless failure to prepare required reports or documents
(inefficiency, neglect of duty, failure good behavior, or nonfeasance).

21.  Failure of a supervisor to administer discipline as provided herein or to otherwise
enforce the rules, regulatis, policies and procedures of the Employer
(inefficiency, neglect of duty, failure giood behavior, or nonfeasance).

22.  Failure to commence duties at the beginning of the work shift, or leaving work prior
to the end of the work shift (inefficiency, regt of duty or failure of good
behavior).

23. Leaving the job or work area during the regular working hours without
authorization (neglect of duty, failure gbod behavior, or nonfeasance).

24.  Making preparations to leave work without specific priathatzation before the
lunch period, any official break period or specified quitting time (neglect of duty,
failure of good behavior, or nonfeasajc

25. Establishing a pattern use of sick leave or other misuse or abuse of sick leave
(neglect of duty, m&asanceor failure of good behavior).

26.  Violation of anyEmployer work rule or policy (neglect of duty, immoral conduct,
discourteous treatment of public, misfeasance, malfeasance, nonfeasdaitére
of good behavior).
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GROUP Il OFFENSES

FIRST OFFENSE............... A working suspension afp to 24 hoursa fine not to
excee2 4 h pay;om’p t o ZXdspehsow r s’
without pay; 40 hours for administrative,
supervsory, or professional employees

SECOND OFFENSE.......... Five (5) to 15 day working suspension or suspension
without pay; or a fine up to five (%) a ypay’

THIRD OFFENSE.............. Up to and including termination of employment

Following are examples of Group Il Offenses. Following each offense in parentheses are
exanples of the various charges of misconduct which may be applicable under Civil
Service Rules and Regulations.

1.

Disregarding job duties and neglecting work by sleeping, reading for pleasure,
playing cards, viewing T.V., etc. when there are work dutiebetacompleted
(inefficiency, neglect of duty, failure good behavior, or nonfeasance).

Reporting to work or working while unfit for duty (incompetence or failure of good
behavior). This may be a Gup Ill Offense for CDL holders.

Failure to reportor overtime work, without proper excuse, after being scheduled
to work (inefficiency, neglect of duty, failure gbod behavior, or nonfeasance).

Willful refusal to clock/sign in or out when required (inefficiency, neglect of duty,
failure of good kehavior, or nonfeasance).

Performing private work on Employer time (inefficiency, neglect of duty, failure
of good behavior, or misfeasance).

Neglect or careless failure to observe official safety rules or common safety
practices (inefficiency, neglect of duty, failuregefod behavior, or nonfeasance).

Threatening, intimidating or coercing subordinates, other employees or general
public (indficiency, neglect of dutyor failure of good behavior).

Use of abusive or offensive language or gestures toward subordinates, other
employees, residents or the general public (immoral conduct, insubordination,
failure ofgood behavior, or malfeasance)

The making or publishing of false, vicious or malicious statements concerning other
employees, residents, the Employer or its operations (dishonesty, failgo®@af
behavior, or malfeasance).
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10.  Solicitation or distribution on Employer property ilohation of the solicitation and
distribution policy (inefficiency, neglect of duty, failure of goodhlavior, or
misfeasance).

1. Wi I | ful di sregard of the Employer’s rul
(inefficiency, neglect of duty, failure ofogd behavior, misfeasanamalfeasance,
or nonfeasance).

12.  Negligent failure to obey a reasonable order of a supervisor or failure to carry out
work assignments, including verbal instructions (inefficiency, neglect of duty,
failure ofgood behavior, or iefeasance).

13. Neglect or carelessness in the use of Employer property or equipment (inefficiency,
neglect of duty, failure of good behavior, or nonfeasance).

14.  Obligating the Employer for a major expense, service or performance without prior
authorizéion (dishonesty, neglect of duty, failure of godathavior, or
misfeasance).

15.  Unauthorized use of Employer property or equipment, including the unauthorized
reproduction of this manual or the Employee Handbook (inefficiency, neglect of
duty, failure ofgood behavior, or misfeasance).

16. Negligent failure to report accidents, injuries or equipment damage (inefficiency,
neglect of duty, failure ojood behavior, or nonfeasance).

17. A traffic violation or accident while driving an Employer vehicle whashidences
recklessness by the employee (inefficiency, neglect of duty, failure of good
behavior,or misfeasance).

18. Refusing to provide testimony in court during a public hearing (SPBR, SERB, etc.)
or any other official hearing, investigation or proceegdinvolving the Employer
(insubordination, failure ajood behavior, or nonfeasance).

19. Refusing to provide testimony or information concerning any investigation
(insubordination, failure ajood behavior, or nonfeasance).

20. Possession or storagedfa ohol i ¢ beverages on the Emg
of duty, drunkenness, failure of gobdhavior, or malfeasance).

2. Unauthorized presence on tdgoa bdbaviprlooyer ' s
misfeasance).

22. Habitual neglect of timely completio of required reports or documents
(inefficiency, neglect of duty, failure of good behayior nonfeasance).

23.  Willful failure to timely complete required reports and documents (inefficiency,
neglect of duty, failure of good behavior, or nonfeasance).
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24.  Unauthorized posting or removal of notices or documents on or from bulletin
boards (failure ofood behavior or misfeasance).

25.  Willful or reckless violation of an{Employer work rule or policy (neglect of duty,
immoral conduct, discourteous treatmaerit public, misfeasance, malfeasance,
nonfeasanceor failure of good behavior).

GROUP 1l OFFENSES

FIRST OFFENSE..........cccoooiieie. Up to and includingarmination of employment

Following are examples of Group Ill Offenses. Following each offengarentheses are
examples of the various charges of misconduct which may be applicable under Civil
Service Rules and Regulations.

1. Wanton or willful neglect in the performance of assigned duties (inefficiency,
neglect of duty, failure of good behaviorisieasance, or malfeasance).

2. Instigating, leading or participating in any walkout, strike;dsivn, standn,
sympathy strike, cain, slow-down, refusal to return to work at the scheduled time
for a scheduled shift or other concerted curtailmentricgsn or interference with
work in or about the Employer’s premis
(neglect of duty, failure ajood behavior, or misfeasance).

3. Refusal, without legitimate reason, to work during emergency situations or
conditions {nsubordination, neglect of duty, failure agood behavior, or
nonfeasance).

4. Signing/clocking or altering other empl

own time card or record or having one
altered by anther, without authorization (dishonesty, failuregafod behavior, or

malfeasance).

5. Knowingly concealing a communicable disease (i.e., T.B., etc.) which may
endanger others (neglect of duty, failure of good behaviisfeasance, or
malfeasance).

6. Carrying or possessing firearms, explosives or weapons in the work area (failure of

good behavior or malésance).

7. Willfully withholding information which threatens the safety and security of the
Employer, its operations or employees (dishonesty, failirgood behavigr
misfeasance, or malfeasance).

8. Willfully demeaning, verbally abusing and/or humiliating a resident, employee or
other person (discourteous treatment of the public, neglect of duty, failure of good
behavior, or malfeasance).
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9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Threatenig, intimidating or physically abusing a resident, employee or other
person (malfeasance or failuregmod behavior).

Committing an act of discrimination, sexual harassment or engaging in conduct
giving insult or offense on the basis of race, colox, age, religion, national origin

or disability (immoral conduct, neglect of duty, failure of gooehavior, or
malfeasance).

Fighting with or attempting to injure a resident, emplgyee other person
(discourteous treatment of the public, negleatutly, failure ofgood behavior, or
malfeasance).

Insubordination by refusing to perform assigned work or to comply with the written
or verbal instructions of a supergrs(insubordination, neglect aluty, failure of
good behavior, or nonfeasance).

Providing false testimony, statements or information in any official Employer,
court, or administrative investigation, hearjrgg proceeding (dishonesty, failure of
good behavior, mieasance, or neglect of duty).

Providing false information, makirgfalse statement, committing a fraudulent act
or withholding pertinent information in the employment application process
(dishonesty, failure of good behavionisfeasance, or malfeasance).

Gambling during work hours (inefficiency, neglect of dufgilure of good
behavior misfeasance, or malfeasance).

Stealing or similar conduct, including destroying, damaging, concealing or
converting any property of the Employer or of other employees (dishonesty, failure
of good behavior, or malfeasance).

Di shonesty or dishonest action. Exampl
are: theft, pilfering, making false statements to secure an excused absence or justify

an absence or tardiness. These are examples only and do not limit the terms
dishonest and dishonest acin (dishonesty or malfeasance).

Engaging in unauthorized political activity as provided in the Political Activity
Section of this manual (failure gbod behavior or malfeasance).

The unlawful manufacture, distribution, dispensation, possession or use of alcohol
or a controlled substance which takes place in whole or in part in the workplace
(drunkenness, immoral conduct, neglect of duty, failuregadd behavior, or
malfeasance).

Driving a motor vehicle on duty or Employer business without a valid, applicable
operator’s |license (dishonesty, failure
duty).
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21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

31.
32.

33.

34.

Failure to obtain, maintain and/or report the loss of required licensaBcatons
or ot her gualifications of an employee
behavior, mlieasance, or neglect of duty).

Conviction of any violation of | aw whic
the empl oyee’ st haebidluittiye st oo fp etrhfeo retmp| oy e e
failure ofgood behavior, or malfeasance).

Intentional misuse of Employer or other public funds (dishonesty, neglect of duty,
failure ofgood behavior, or malfeasance).

Willful neglect or intentimal misuse, abuse or destruction of the property,
equipment or tools of the Employer or another employee (inefficiency, neglect of
duty, failure of good behavipmisfeasance, or malfeasance).

Soliciting or accepting a gift, gratuity, bribe or rewaad the private use of the

empl oyee, or otherwise using one’s posi
title for personal gain, or otherwise v
Ohio’s ethics | aws for publ utg fakummpfl oy ees

good behavigrmisfeasance, or malfeasance).

Engaging in offduty employment activities which the Employer has determined to
be an interest or time conflict (inefficiency, neglect of duty, failuregobd
behavior, omisfeasance).

Making false claims or misrepresentations in an attempt to obtain any benefit
(dishonesty, failure of good behavior, neglect of dutynalfeasance).

Misusing, removing or revealing documents or information of a confidential nature
or revealing such information without prior and appropriate authorization
(dishonesty, neglect of duty, failure @dod behavior, or malfeasance).

Misuse, removal or destruction of Employer records without prior authorization
(dishonesty, neglect of dytfailure ofgood behavior, or malfeasance).

Committing violations of official safety rules or common safety practices
(inefficiency, neglect of duty, failure gfood behavior, or nonfeasance).

Sexual harassment.
Conviction of certain felonies

Intentional violation of anfEmployer work rule or policy (neglect of duty, immoral
conduct, discourteous treatment of public, misfeasance, malfeasance, nonfeasance,
or failure of good behavior).

Absent without leaveincluding job abandonmeribeglect of duty or failure of
good behavior).
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B. PROCEDURE

Multiple minor policy infractions should be dealt with by following the progressive
discipline procedure set forbelow:

1 Multiple offenses which aranrelatedare progressively disciplined inglgroups
in which the offenses are thned in these guidelines; and

2. Multiple offenses which areelatedare progressively disciplined regardless of the
groups in which the offenses are listwod regardless of the order in which the
offenses occurred.

3. Multiple offenses which are closely related in time, even if unrelated or in different
groups hereunder, may be combined to result in discipline which exceeds the
severity of the total sum of the separate offenses.

CONVICTION OF A FELONY SECTION 8.06|
A. POLICY
1. Conviction of a felonyvhile in the classified servige a separate basis for reducing

in pay or position, suspending or removing an employee, even if the employee has
already been reduced in pay or position, suspended or removed for the same
conduct that is the basis of the felony. An employee may not appeal to the Civil
Service Commission any disciplinary action taken by an Appointing Authority as a
result of the empl owhdedntre classifiedvsendcdfiaron o f
empbyee removed under this section is reinstated as a result of an appeal of the
removal, anyconviction of a felony that occurs during the pendency of the appeal

is a basis for further disciplinary action under this section uponrithgle oy ee’ s
reinstatement.

2. Any employee convicted of a felonwhile in the classified servicenmediately
forfeits the person’s status as a cl ass
and after the date of conviction for the felony. If an employee is removed under
this sedbn as a result of being convicted of a felony or is subsequently convicted
of a felony that involves the same conduct that was the basis for the removal, the
employee is barred from receiving any compensation after the removal
notwithstanding any modifi¢en or disaffirmance of the removal, unless the
conviction for the felony is s@equently reversed or annulled.

3. As used i n mnlyi"s mgahiscuanhy”“ oél o he foll owi

a. A felony that is an offense of violence as defined in Se@#fii.0lof the
Revised Code;

b. A felony that is a felony drug abuse offense as defined in Se2%25.01
of the Revised Code;
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C. A felony under the laws of this or any other state or the United States that
is a crime of moral turpitude;

d. A felony involving dishonest fraud, or theft;

e. A felony that is a violation of Sectid2021.05 2921.32 or 2921.420f the
Revised Code.

B. PROCEDURE

Any person removed for conviction of a felony is entitled to a cash payment for any accrued
but unused vacation leave asthorized by City policy. If subsequently-employed in

the public sector, such person shall qualify for and accrue sick and vacation leave in the
manner specified by City policy for a newly appointed employee and shall not be credited
with prior publicservice for the purpose of receiving these forms of leave.

APPEALS OF PERSONNEL ACTIONS SECTION 8.07|
A. POLICY
1. Classified Employees Hourly dassifiedemployees may appeal suspensions or
fines of more than 24 hour®r 40 hours for exemptyeductions in pay or
classification, layoffs, jola b o | i s, lrieeminations either through the internal

grievance procedure contained in this manuabahé Gvil Service Commission.

Suspensions of 24 hours or less and fines of 24 hours pay or less may be appealed
to the Appointing Authority through the irobise grievance procedure only.

Temporary, intermittent and other employees serving in the unclasséigite

have no appeal rights to the Civil Service Commission. Probationary employees
likewise may not appeal to the Civil Service Commission. Unclassified employees
may appeal all personnel actions through the internal grievancesdoiec
contained inlis manual.

Disciplinary action based on conviction
124.34 may not be appealed to the Civil 88Commission.

B. PROCEDURE

1. Appeals to the Civil Service Commission by classified employees must be filed
within ten (10) days of the date the employee is served the disciplinary order. An
appeal from a layoff or a displacement must be filed no later than ten (10) days after
receipt of the notice of layoff or displacement.

2. Appeals through the internal grievancegadure shall be submitted within five (5)
working days of the occurrence of the incitlgiving rise to the grievance.

3. The Civil Service Commission maintains authority to decide whether an appeal
warrants a hearing. When an appeal is heard, the @wic® Commission may
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affirm, disaffirm or modify personnel actions implemented by the Appointing

Authority.
GRIEVANCE PROCEDURE SECTION 8.08|
A. POLICY
1. Classified employees may appeal suspensions, fines, reductions in pay or
classification, layoffs, jola b o | i s ér reemaovals fos other than conviction of a
felony, hereunder . Any empl oyee may ap

padlicies or procedres hereunder.

2. Employees have the right to file such grievances without prejudice. No employee
shall be disciplined, harassed or dealt with unfairly as a result of filing a grievance
or tedifying in a grievance hearing.

3. If a grievance by &lassified employee is of a nature to qualify for appeal to the
Civil Service Commission, the employee may elect which appeal process to use. If
the employee later appeals the matter to the Civil Service Commission or a court
of law, the internal grievarecpocedure shall be discontinued.

4, Complaints regarding illegal discrimination are to be filed and resolved pursuant to
the complaint procedure contained in the Equal Employment Opportunity/Anti
Discrimination Section of this manualdnot this grievace procedure.

B. PROCEDURE
1. Step One: Immediate Supervisor

a. Any employee with a grievance shall first discuss the matter with the
empl oyee’s i mmediate supervisor, i f
days of the action giving rise to the grievanddwe supervisor shall make
every reasonable effort to resolve the grievance but may not issue any
decision which conflicts with the policies herein. The supervisor shall
record the date the grievance was presented and the date the supervisor
responded. Td supervisor shall also notify the department hefathe
grievance and response.

b. If the employee is not satisfied with the response, the employeeletty
to proceed to Step Two.

2. Step Two Department Head

a. The employee shall reduce the grievabhzevriting using the Grievance
Form and deliver same to the department head, within five (5) working days
of receipt of the response in Step One or within five (5) working days of the
occurrence of the incident giving rise to the grievance if Step On@otas
applicable. The department head shall meet with the employee within five
(5) working days following receipt of the grievance and attempt to resolve
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the matter. The department head shall issue a decision within five (5)
working days following the heang.

b. If the employee is not satisfied with the response, the employeeletty
to proceed to Step Three.

3. Step Three: Appointing Authority

a. The employee shall submit the written grievance, copies of all previous
written responses and a written &qation why such responses are not
acceptable, to thAppointing Authority/designeewithin five (5) working
days of receipt of the response in Step Two. Apygointing Authorityshall
schedule a hearing within 15 days of receipt. Apeointing Authorty
shall issue a decision within a reasonable time following the hearing. The
decision of thé\ppointing Authorityshall be final and binding on all parties
excef as otherwise provided by law.

4. General Procedures for Haagis

a. Grievances citing issues of law may be forwarded by the department head
or Appointing Authority to the City
before proceeding, and all time limits shall be held in abeyantesuch
opinion is received.

b. The partiesnay extend time lints by mutual written agreement.

C. A grievant may have an employee representative or withesses present at any
hearing. Employees, employee representatives and employee witnesses
shall not lose pay or benefits for time spent in hearifidpeld during the
empl oyee’ s nor mal wor king hour s.
participating in any grievance hearing shall be provided to the Employer
representative to allow the efopee to be released from duty.

d. Hearings shall be informal andetlhules of evidence customarily applicable
in court shall not apply.
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